
SUBJECT:	COVID-19 Response

To Our Valued Customers:

The coronavirus – officially known as COVID-19 – has become a cause for concern across the food industry.  As a result, there are a number of questions regarding response plans being asked through the entire supply chain system.  In response to this situation, our facility has already taken or will be taking the following steps:

· Training:	We have conducted training for all employees on what best practices to  
take to avoid contracting or transmitting COVID-19, as well as conducted refresher training in handwashing and basic GMPs.
· Monitoring:	We will be monitoring employee health and well-being, and enforcing our
internal policies regarding employee illness.
· Sanitation:	We have increased the frequency of cleaning and sanitizing of common
hard-surface areas, including door handles, bathroom surfaces, employee break areas, employee timeclocks and equipment surfaces involving repeated direct hand contact (buttons, etc.).
· Visitor Control:	We have put an addendum in place to our Visitor Check-In
procedure, specifically asking if visitors have experienced coughs and/or headaches within the previous three (3) weeks prior to the arrival at our facility; visitors who answer in the affirmative for this addendum will be politely asked to reschedule their visit.

Should a confirmed case occur within our employee roster, management will review the situation and determine the necessary action(s) to take, including the temporary shutting down of the facility and conducting a full deep-clean and sanitize of all equipment and surfaces.  Where needed, we shall consult with the appropriate individuals, teams or organizations in determining such actions.

[bookmark: _GoBack]If there are any questions regarding this information, please do not hesitate to contact us by email at [insert mail address] or by phone at [insert phone number and extension].  

Sincerely,
[name and title]
