[bookmark: _GoBack]Subject: How XXXXXXX is Responding to COVID-19

Dear [First Name],
(Start with compassion)
From all of us at XXXXXXX, we hope this email finds you, your family and your employees well during this COVID-19 pandemic.
(Focus on facts)
In response to the latest developments and CDC regulations regarding this pandemic, we wanted to let you know what [Company Name] is doing to keep our employees and clients safe:
(Tell them what YOU’RE doing)
· All our employees are working from home to enforce social distancing but are still able to provide the same level of service you’ve come to expect from XXXXXXX.
· We have extended our office hours to give additional flexibility for clients to reach out to us with any questions during this uncertain time.
· We are monitoring and updating our website and social channels with legislation changes that could directly affect your retirement plan.
· We have put a freeze on in-person meetings and will instead be conducting our meetings via WebEx for the foreseeable future.
Here are a few pointers we recommend for clients to consider as well, especially if you are still reporting to work:
(Tell them what you’re asking of THEM)
· Please adopt CDC recommended practices for social distancing, frequently washing hands and staying home if you are not feeling well.
· If you are still working on-site, be sure to keep hand sanitizer nearby and be extra vigilant to disinfect any publicly used surfaces.
· If you have an in-person meeting scheduled, please reach out to your Administrator to get a WebEx scheduled if you haven’t already.
· Please use extra caution when evaluating your own personal health to avoid possibly sharing your illness if you are unwell.
(Be human, and close it out on a positive note)
We have been and will continue to take every precautionary measure we can so that we can get through this pandemic together. The health of our employees and clients is our top priority. We should all be mindful of this everchanging situation and work together to adopt new working styles as necessary.
Please take care of yourselves and know that we are here to answer any questions or concerns you have. Be safe.
Thank you,

[Your Name]
XXXXXXX

