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COVID-19 BUSINESS CONTINUITY PLAN

Disclaimer: this information is not intended to be exhaustive, nor should any discussion or opinions be construed as legal
advice. Readers should contact legal counsel for legal advice.

How should | communicate with clients?

You may want to send a message to your clients or customers on your
company’s steps to supporting their needs during this outbreak. If for

whatever reason your operations are compromised as a result of the effects of
the virus, be sure to communicate to your employees what steps you will take
to care for them. See Tilson’s template as a guide for writing a letter to your
clients.

Assess your essential functions and the reliance that others and the community
have on your services or products. Be prepared to change your business
practices if needed to maintain critical operations (e.g. identify alternative
suppliers, prioritize customers, or temporarily suspend some of your operations
if needed).

How should | communicate with employees?

As part of your efforts to prevent the spread of COVID-19 in the workplace,
employers should consider communicating information about the illness to
employees. The CDC, WHO and OSHA have all created informational material
on the virus and its symptoms, prevention and treatment that can be helpful for
employees.

What should | consider when creating an infectious disease
outbreak response plan for my business?

See Tilson’s guide for writing your business plan for the COVID-19 coronavirus,
as well as OSHA’s Guidance on Preparing Workplaces for COVID-19 and
the CDC’s Recommendations for an Infectious Disease Response Plan.
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https://marketing.tilsonhr.com/acton/attachment/4938/f-93b4a87a-81ac-41bc-a06a-f6b668c56aaa/1/-/-/-/-/Template%20Guide%20for%20COVID-19%20Message.doc
https://marketing.tilsonhr.com/acton/attachment/4938/f-be43d8d4-bdb1-491d-93b6-df6c72bee5a8/1/-/-/-/-/Business%20Planning%20for%20the%20COVID-19%20Coronavirus%20.pdf
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html

