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Dear Recipient Name:
We are facing an emergency as the outbreak of the Coronavirus puts the world through an unprecedented crisis situation. Our country has also been engulfed. The number of cases has been increasing in the USA alarmingly since the last week. 
In this scenario, it is our responsibility to play our part in preventing the further spread of the disease. Health organizations worldwide are emphasizing the importance of social distancing. It is a simple yet indispensable strategy for blocking the further spread of the virus from individual to individual. The company is, hereby, adopting a compulsory work from the home policy effective immediately till further notice. 
The company values the health and safety of its employees. We must also ensure that our business does not suffer. The continuity of quality services for our clients in this hour of crisis is also an important responsibility for us.  Therefore, all employees are directed to work as efficiently as possible from the safety of their homes. The new guidelines for work will be emailed to each department shortly. 
The company has set up a special helpline for its employees in case of any work-related issues. You may dial [X] or send an email to ABC@XYX.com to reach the support team 24×7. Additionally, we have also set up an Emergency Response Team in collaboration with XYZ Health Centre. In case the employees or their families face any health-related issue, dial [X]. The organizations have facilitated the employees through these support teams so that they can focus on their work while we take care of them during this critical situation. 
[bookmark: _GoBack]We strongly advise you to avoid crowded places and gatherings. It is best to stay at home unless it is absolutely necessary to go out. It is also advised that you stay calm and avoid any panic spread through mendacious news by social media. Kindly go to (website address) or visit the WHO website for authentic information about Covid-19 and the current situation. 
We hope to come through the crisis soon. Wish you all safety and health. 
Regards,
Your Name
Title
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