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COVID-19 DR Email Notification Template

This is a sample email notification to clients or customers regarding your business continuity during the COVID-19 disaster. 

To be used by you to your clients. You should then recommend they send a notification campaign from your clients to their customers using this template.
EMAIL SUBJECT: COVID-19 and <<Your Company>>

Hi << POC FName>>,

As COVID-19, otherwise known as the Coronavirus continues to spread around the world, we have taken measures to ensure that our team is protected and that we are still here for you. Toward that end we <<insert what you have done here (e.g. asked our employees to work from home)>>. 

Sample language expounding on this:

<<We have asked our team members to work from home. They all have secure, remote access to all of our systems and your information. We have set them up to be able to service you as if they were in the office. 

We have a virtual assistant answer phones, and they have transfer and forwarding information so that you are able to access our team members as you normally would. All physical mail operations are also continuing as usual. From the outside, except for being able to come to our office we are here, ready to help and serve you.>>
We are committed to the protection our employees and our <<clients or customers>>, and ensuring that we are here for you. At <<your company name>> it is Business As Usual!

If you have any questions or want more information, please don’t hesitate to call us at <<your number here>>. 

Here is another, more generic less personal example:

Dear << POC FName>>,

As we continue to monitor Coronavirus (COVID-19) developments closely, the health and well-being of our clients, and their employees, and our vendor partners is of utmost importance to us. 

As a critical partner to your business, we also understand that limiting any impact this health event could have on our service to our clients is imperative. We are intensely focused on our efforts to maintain a safe, healthy work environment for our employees, and to sustain our business operations.

Security, safety and well-being is integral to our products, business processes and infrastructure. We have a robust Business Continuity Plan in place who are committed to keeping our operations running smoothly so that we can provide you with the best possible service.

Due to the uncertainty of the virus’ spread and the elevation by the WHO to pandemic, we have activated our Business Continuity Plan, which includes:
· Enabling work from home capabilities
 

· Seamless delivery of services and support to our clients
 

· Disseminating information and best practices to prevent the spread of COVID-19
 

· Ensuring all aspects of the business are accounted for so that we operate “business as usual” for our clients and partners
 

· Eliminating all non-essential business travel
We will continue to monitor the situation and adjust accordingly to ensure that essential services remain operable. <<Your Company>>’s unwaveringly believes in the support our clients during these emergency situations, and we will continue to use every effort to deliver uninterrupted essential services to you.
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