Subject: How to Reach Us During COVID-19
Dear [First Name]

It seems like every business is bombarding you now with COVID-19 messaging. However, your insurance coverage is especially important during this time, so we want to make sure you have all of the information you need right at your fingertips. As your risk manager, it’s my job to protect what’s important to you and your family. So do not hesitate to reach out for answers or support during these uncertain times. 

You may reach me at: 

Telephone: 

[List #s here]

Email: 

[List emails here]

Chat:

[List chat URL here]

Video Conference

[List your info here]

[Indicate if your business hours are changing during this time….]

[Indicate here if your offices will be open to in-person appointments or if you are working remote. If you are working remote, how can people set up virtual meetings with you?] 

[Indicate new response times if they will change. It is important to set clear expectations with clients during any change in business operations.]

[Discuss any potential delay or change to services due to COVID-19 – or reassure client there is NO CHANGE.]

 

We are always available to our customers. Please reach out to our team if you have any questions.

For safety tips, please visit the official CDC website. Our hearts go out to all those who have been affected. 

Thank you for being a loyal client,

Your team at [Insert Agency Name]

[Insert email signature here]

