Date:
To,
[The Recipients]
Subject: COVID return to work letter
Dear employees,
I hope you all will be enjoying best of the health. As we all know that with a considerable decrease in the reported cases of COVID 19, the government has allowed al the public and private sector offices to be opened from the 15th of August, 20XX. Through this letter, all of you are being informed to get back to the office on the said date. Office timings will be from 10:00 a.m. to 3:00 p.m. and at the moment, only 50 percent of the staff will be kept busy for routine work (list of the employees is attached to the letter). 
Keeping in view the government directions, the following guidelines must be followed in order to keep the virus away and to eliminate the further outbreak of the pandemic:
· Clean and sanitize your hands intensively.
· Keep a minimum distance of 6 feet from each other.
· [bookmark: _GoBack]All of you must be wearing your face masks and gloves throughout your stay at the office premises.
· Frequent communications of all kinds are hereby being restricted and limited.
· A complete ban is being imposed on the gathering of 3 or more employees together at a time at any place.
I know that these changes are stressful, and one takes time while adjusting to these, but you must know that these are helpful at the same time to save us from the cruel virus.
Moreover, you are directed to carefully read the pamphlets regarding symptoms of COVID-19. If any of the employees feel that he is developing any of the symptoms, he/she must stay home after consulting with the medical officer of the company and informing the duty supervisor.
Yours Sincerely,
C.E.O.
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