[Insert Date]
[Insert First Name] [Insert Last Name]
[Insert Home Address]
[Insert City, State  Zip Code]
Aloha [Insert Employee Name]:

As the world faces the unprecedented spread of the coronavirus disease (COVID-19), and Hawaii is responding to take the necessary precautions to curb its spread, we are taking the recommendations of the Centers for Disease Control and Prevention (CDC) seriously. At [Insert Company Name], it is our priority to keep our employees and their families safe and healthy throughtout the threat of this pandemic. 
With all of this in mind, and in an abundance of caution, we are making the difficult decision to temporarily close our office(s) at this time. While we have already begun the process, the closure will begin on [Insert Date], and last through [Insert Date] or sooner, should the all clear be given. We believe that this decision is ultimately the best course of action to protect the health of our employees and their families. 
In this rapidly changing and uncertain worldwide event, [Insert Company Name] recognizes the importance of supporting our employees and community at large. We will continue to monitor the situation and update you on our course of action as new information becomes available locally and through the CDC. 
Should you have any questions or need more clarification please reach out to [Insert Company Name] at [Insert Contact Number]. 
Sincerely,

[Insert Employer Name]
[Insert Employer Title]
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