
Covid 19 Letter Sample Format

[Your Name]

[Your Title/Position]

[Your Organization/Company Name]

[Date]

[Recipient's Name]

[Recipient's Title/Position]

[Recipient's Organization/Company Name]

Subject: COVID-19 Preparedness and Response

Dear [Recipient's Name],

I trust this letter finds you in good health. In light of the ongoing COVID-19 pandemic, I would
like to share an update on the measures being implemented at [Your Organization/Company
Name] to ensure the health and safety of our employees/members/clients.

As the situation evolves, our primary focus remains on the well-being of our community. We are
closely monitoring the guidance provided by health authorities and have implemented the
following measures:

1. Remote Work: In an effort to promote social distancing, we have initiated a remote work
policy for employees where feasible. This includes [details on remote work
arrangements, tools, and communication channels].

2. Health and Hygiene Practices:We have reinforced hygiene practices within our
premises, including regular sanitization of common areas, providing hand sanitizers, and
promoting frequent handwashing.

3. Travel Restrictions: Non-essential business travel has been suspended until further
notice. We advise employees to exercise caution and reconsider personal travel plans.

4. Health Monitoring:We are implementing health monitoring protocols, including
temperature checks and health screenings for employees entering our facilities.

5. Communication Channels: Regular updates on the situation, preventive measures,
and organizational changes will be communicated through [email/newsletters/website] to
keep everyone informed.



We understand the challenges posed by this situation and appreciate the dedication and
cooperation of our team members. If you have any concerns or require additional information,
please feel free to contact [contact person/department].

These measures are in place to ensure the safety and well-being of our community, and we
appreciate your understanding and support during these unprecedented times.

Thank you for your cooperation.

Best regards,

[Your Full Name]

[Your Title/Position]

[Your Organization/Company Name]

[Contact Information]


