
Coronavirus Announcement Letter

[Your Name]

[Your Title/Position]

[Your Organization/Company Name]

[Date]

[Recipient's Name]

[Recipient's Title/Position]

[Recipient's Organization/Company Name]

Subject: Important Announcement Regarding Coronavirus (COVID-19)

Dear [Recipient's Name],

I hope this message finds you and your loved ones in good health. I am writing to inform you
about important measures we are implementing at [Your Organization/Company Name] in
response to the coronavirus (COVID-19) outbreak.

In light of the global situation and in alignment with recommendations from health authorities,
we are taking proactive steps to prioritize the health and well-being of our
employees/members/clients and the broader community.

Key Points:

1. Remote Work Arrangements: In an effort to practice social distancing, we are
encouraging employees to work remotely wherever feasible. Our teams have been
equipped with the necessary tools and resources to ensure seamless communication
and productivity.

2. Health and Safety Measures:We have enhanced our cleaning and sanitization
procedures within our premises. Hand sanitizers have been made available, and we are
actively promoting good hygiene practices.

3. Travel Restrictions: Non-essential business travel has been suspended until further
notice. We strongly advise against personal travel to areas with high infection rates.

4. Communication Channels: Regular updates and relevant information will be
communicated through [email/newsletters/website] to keep everyone informed of any
changes, developments, or additional measures.



We understand that this is a challenging time for everyone, and we appreciate your
understanding and cooperation. The health and safety of our community are of utmost
importance, and we are committed to doing our part to mitigate the impact of this pandemic.

If you have any concerns or questions, please feel free to reach out to [contact
person/department]. Your well-being is our top priority.

Thank you for your cooperation and support.

Best regards,

[Your Full Name]

[Your Title/Position]

[Your Organization/Company Name]

[Contact Information]


