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Template Guide for COVID-19 Response Message

*Feel free to use the below template as a guide to writing your own COVID-19 response message for your clients or customers. 
-----------------
Subject Line: COVID-19 Coronavirus: COMPANY NAME’s Commitment to You

To our customers/clients,

Thank you for entrusting your business to COMPANY NAME. The health of your business and its employees is of upmost important to us. – OR – There is no higher priority to COMPANY NAME, than the health and safety of our customers and employees.

Despite the uncertainty of the COVID-19 coronavirus outbreak, we at COMPANY NAME are committed to delivering the same level of service excellence to your business – OR – our customers.

In response to the potential impacts of the coronavirus, we would like to share our pandemic business continuity plan with you – OR – we would like to share the steps we are taking to prepare and respond to this virus.

· Ensuring our team’s support: *What measures have been taken to ensure support from your staff during this time or in the instance that your store/office/school/building, etc. must close?

· Ensuring quality of operations: *How is your company prepared to ensure processes and procedures, operations and customer care will continue during this time? 

· Ensuring access to our products: *Does your company provide goods? How will you ensure these will be available to customers?
· Ensuring workplace cleanliness and health: *How is your company enhancing its cleaning procedures and your staff preventing sickness? 


· Ensuring best practices: *How are you taking guidance from the Centers for Disease Control’s (CDC)?


We are grateful for the role we play in the success of your business and remain committed to ensuring preparedness and protection for your company and staff.  – OR –  We are grateful for your support during this time. Our goal is to provide a safe and welcoming environment for our guests and customers.
Sincerely, 

COMPANY NAME
1530 American Way | Suite 200 | Greenwood, IN 46143 | PHONE 800.276.3976 | FAX 317.887.0773 | WEB tilsonhr.com
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