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Dear Recipient Name:
This official notification is being issued in view of the current Covid-19 crisis in the world. The safety of our employees and their families is one of our most important priorities. The employees are, therefore, required to work from home with effect from tomorrow, 17th March. This is mandatory for the entire staff with the exception of the members of the Operations department who will work on a rotation basis.
All official meetings will be conducted through video conferencing. Business communication with clients will also be maintained through digital media. All domestic and international business trips have been postponed until further notice. Any business-critical travel trips will be subject to approval by the higher management. We need to work together in order to maintain the functionality of our organization so that we are able to continue to provide our services to our clients. 
This special mode of action will continue until the 31st of March. Further decisions will be taken depending on whether the Covid-19 situation gets better or worsens.  
Employees may contact their respective supervisors or managers in case of any queries. Stay safe. 
Regards,
Your Name
Title
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