March 25,2020
First and Last Name
Address
City, State Zip code



Dear First Name,
We have evaluated your position based on the “Stay Home, Stay Safe” Executive Order (EO #2020-21) signed by Governor Whitmer on March 23, 2020. This letter serves as official documentation that our company has determined that your position’s essential duties requires an in-person presence to help us maintain our conduct minimum basic operations.  As a result, you will be expected to physically report to our workplace facility to perform your duties unless otherwise notified by your supervisor or Human Resources representative.  As we discussed, there are certain elements that can be performed under a teleworking arrangement.  
We want to assure you that we are taking precautions to continue to provide a workplace that is clean, safe, and healthy, including social distancing practices and mitigation measures recommended by the Centers for Disease Control.  If you are experiencing symptoms of COVID-19, we ask that call X before reporting to work.  We appreciate your dedication and contributions to helping us continue our operations during this unusual time. 
[bookmark: _GoBack]If you have any questions regarding this notice, please contact your supervisor or Human Resources representative.  We recommend you keep a copy of this letter with you in the event that you are questioned by law enforcement regarding the necessity of your travel to and from the office.
Sincerely,

Name
Title
 

