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Advise to Management
Downsizing is a challenging task for any company regardless of its size. As a consequence, there can be a severe impact on the overall organizational performance and operations (Sachan, 2015). As such, it is essential to understand the necessary steps that the organization needs to take while executing this decision. First, it is crucial to develop a severance package with the outgoing employees. The package will state the terms and conditions applicable during their termination. The severance package will serve as a waiver of liability thus protecting the company from any lawsuits that might arise as a result of premature termination of contracts. 
It will also be important for the company to consider providing outplacement benefits to the laid-off employees. The company needs to look at the affair of the employees once they leave the company. Getting a job might prove to be difficult due to the shifting market demand and changes occurring in the market. Providing outplacement support will help employees gain meaningful employment elsewhere (Sachan, 2015). It will also be a way of showing the company cares about their welfare and firing them might be from economic pressure from the company. 
The management will also need to communicate with regards to the changing structure of the company after downsizing (Draper, 2017). The communication is meant to ensure that the employees understand that normal operations resume and every employee will require to put in twice more effort to push the company to higher profitability levels. Further, this form of communication will help divert the attention of the remaining employees from the fact that their colleagues are laid off, and the remaining ones are at risk of layoff if they underperform (Draper, 2017). High performance is likely to be achieved afterward and further increased profits for the company. The communication will thus be a critical factor in facilitating the company’s growth and increased profitability in the long run.
In communication about the layoff, it will be important to involve these three factors which are critical to the company’s situation. Additionally, it will also be essential to explain to the employees on the main reason for the layoff and the reason why the specific individuals were chosen over the others (Sachan, 2015). The reasons can range from their skills to past disciplinary issues. Providing such an explanation will help the employees likely to face the layoff feel appreciated and supported by the organization. The fact that the company will provide them with outplacement benefits and a generous severance package will mean that the employees have a way to rebuild their lives within a short time after the layoff. 
Message Draft
Hi team. Thank you all for the work that you have input for the company so far. The company has been able to achieve tremendous growth over the years. However, in the past few months, the company has faced numerous financial challenges due to the low profitability caused by the changing business environment. As a consequence, we regret to inform you that the management has resolved to downsize the number of employees by 20%. We understand that this is not in the employees’ best interest. However, the company has to do this to survive in the long run. We have thus developed a proper layoff structure that will see some employees provided with a proper send-off the package and other benefits such as outplacement services that will ensure the laid-off individuals can get employment in other companies within the first three months after layoff. For further clarification, we will hold a meeting to discuss this matter and also the way forward for the company to ensure its success. 
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