
 

 

 

 

 

 

 

 

Summary of business resources for COVID-19 

 
 

1. Check the CDC website daily to track the spread of COVID-19. 
 

2. Create or update your employee communications plan. Clearly communicate how you will 
keep employees informed and share updates (emails, texts, voicemail). Anticipate 
concerns and communicate frequently, even if it’s just to assure people that nothing has 
changed. 

 
3. Make sure employees have access to regular hand-washing stations. This is one of the 

most effective defenses against COVID-19. 
 
4. Increase the schedule of routine, environmental cleaning. 
 
5. Encourage sick employees to stay home. Evaluate your sick leave policy to ensure you 

are not encouraging employees to come to work while they are sick. This may mean 
paying more sick time than usual to protect other employees and your business. 

 
6. Evaluate travel policies. Many companies are following the Centers for Disease Control’s 

travel advisories. Consider digital meetings whenever possible. At the same time, 
anticipate how you will support traveling employees who may be unable to return home. 

 
7. Determine if you will permit suppliers and others to visit your operations. Digital meetings 

may be the best approach for now. 
 
8. Consider postponing or cancelling scheduled conferences and meetings.  
 
9. Follow the lead of many large, multi-national companies and require employees who have 

traveled to countries with significant, coronavirus outbreaks to self-quarantine for at least 
14 days. 

 
10. Develop a business continuity plan: 

a. Determine how you will handle large-scale absenteeism if schools close or the virus 
spreads in your community. 

b. Identify essential functions and people necessary to maintain your operations. Ensure 
they have the technology to work remotely. 

c. Source alternative suppliers from those in countries significantly impacted by 
coronavirus. 

d. Prioritize customers if you cannot produce enough product to meet demands. 
e. Define the conditions under which you will suspend operations and how you will 

communicate the suspension to employees, customers, suppliers. 
 

https://www.cdc.gov/coronavirus/2019-ncov/
https://wwwnc.cdc.gov/travel/notices

