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SAMPLE LETTER TO EMPLOYEE TO CARRY TO JOB AT ESSENTIAL/LIFE-SUSTAINING BUSINESS
								[Month] [Date], 2020
Via E-Mail and
Overnight Courier
[bookmark: _GoBack]
__________________
__________________
__________________
	
Re: Business Closures in [State]

Dear [Name of Employee],

This letter confirms that you are an employee of [Company Name] and that your place of employment is at [Name of Facility and Address].

[Company Name] has determined that it is a [Life Sustaining Business/Essential Business] under the Order issued on March [__], 2020 to [stay at home/shelter in place/close all essential businesses/close all non-life sustaining businesses] in response to the COVID 19 pandemic.  [Company Name] has also determined that your work at the [Name of Facility] is necessary to [Company Name’s] continued minimum functioning.  As you know, you also have the option to take vacation and/or sick time if you so choose.

Should you have any questions or concerns, please direct them to:  [Human Resources Contact]. 


Very truly yours,
[Company Name]	



By: 	_______________________	
Name: 
	Title:
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