[insert organization's logo, name and address]
[insert date]
[insert recipient's name]
[insert recipient's physical address (and/or email address if applicable)]
Subject: Possible Exposure to COVID-19
Dear [insert recipient's name]:
This letter is to advise you that an employee of [insert employer's name] has tested positive for the novel coronavirus, COVID-19. While we cannot disclose the employee's name because of privacy laws, employees working [insert description of areas where the employee worked or may have visited] during [insert time period (e.g., between [insert date] to [insert date])] may have been exposed to COVID-19.
If you experience symptoms such as fever, dry cough, shortness of breath, muscle aches, new loss of taste or smell, or other symptoms of COVID-19, please contact [insert employer's name, Human Resources or other appropriate contact] at [insert contact information (e.g., phone number)] as soon as possible.
We also compiled a list of names of those who worked in close proximity with this employee for the past 14 days and will be notifying each of them. These employees are urged to consult their health care providers and to follow their advice or that of a public health department regarding how long to stay at home. 
If an employee develops symptoms and were directed to care for themselves at home they may discontinue isolation when at least 10 days have passed since symptom onset; at least 24 hours have passed since resolution of fever (100.4° or higher) without the use of fever-reducing medications; and other symptoms have improved.
[bookmark: _GoBack][Insert employer's name] is taking steps to limit the risk to employee health and safety during these challenging times. Therefore, out of an abundance of caution, we will close the [insert worksite location] on [insert dates location will be closed] to clean and disinfect the area. Employees who work at [insert worksite location] who are able to work remotely are expected to do so while this location is closed. Please consult with [insert Human Resources or appropriate contact (e.g., manager)] for additional instructions and information.
During this time, we will continue to closely monitor government and public health developments to determine other steps [insert employer's name] can take during this pandemic. We also urge employees to comply with guidelines from the Centers for Disease Control and Prevention (CDC) by:
· Maintaining appropriate "social distancing" measures (i.e., keeping a distance of at least six feet from others);
· Avoiding touching of the face;
· Washing hands frequently; and
· Wearing a mask or other face covering.
If you have any questions or concerns, please contact [insert Human Resources or appropriate contact].
[insert closing (e.g., Sincerely, Very truly yours)]
[insert handwritten signature (for a mailed letter) and typed signature]
[insert sender's title]
[insert enclosure line as applicable (e.g., Enclosure or Enclosures)]

