Company Name

_______________(name of designee) has been designated as the individual responsible for establishing, implementing and enforcing social distancing policies. 

Policies Regarding Social Distancing:
EMPLOYEES:
All employees are expected to maintain a physical separation from each other and customers of no less than 6 feet.  Do not congregate in the office waiting to speak with your Service staff. One technician at a time in the office.
Employees are expected to use gloves while performing all tasks – being certain to replace your gloves when switching from one vehicle to another. Gloves are provided.
Employees should use provided sanitizer (wipes, spray) to disinfect customer keys upon receipt and completion. 
Employees should use sanitizer to disinfect vehicle door handles, steering wheels, and other interior vehicle surfaces touched in the course of servicing a customer vehicle. This should be performed upon receipt and completion of the vehicle service.
Employees should use seat protectors and steering wheel covers on all vehicles. Upon completion – remove both from the customer’s vehicle.
The service counter and common area surfaces must be sanitized after the departure of each customer.
The credit card machine must be sanitized after each use by a customer.
Any pens or other implements used by the customer must be sanitized upon departure.
Any employee exhibiting ANY signs of illness must immediately make your supervisor aware and be prepared to leave the premises immediately.  
Employees are not to use company time or vehicles to travel for any nonessential, non-work related purposes, to the maximum extent possible
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Policies Regarding Social Distancing:

CUSTOMERS:
Customers will be expected to maintain a social distance of no less than 6 feet from any employee of ___________________ (shop name).
We prefer customers use the night drop/early bird drop, when providing us the keys and service requests for your vehicle. Please only provide the key(s) to your vehicle. Do not include house keys, work keys, etc.
We prefer to engage with you via phone or email. Your invoice and estimates can/will also be provided via email. We also prefer to accept credit card payments over the phone.
We are happy to provide curbside service if you have concerns. Call us when you arrive.
Please, only 1 customer in our lobby at any given time. We ask that you wait until your turn.
Customers will not be allowed to wait in our lobby while your car is being serviced.
If you are unable to drive your vehicle to us, we can arrange pick up and delivery of your vehicle.
If you are feeling unwell – we ask that you postpone your visit until you are feeling better.
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To Whom it may concern,							March 25, 2020			
My name is ________________, and I am the owner of _________________. Our business has been deemed “essential” during the current Covid-19 pandemic. Our employees will be needed to drive to and from work in addition to test driving cars and picking up parts during their scope of work. If you are viewing this letter and have any questions of the authenticity of this document or the employee associated with this letter then please do not hesitate to contact me immediately (phone and email below).

Thank you in advance for your help and understanding,




___________________, Owner
Company Name
Phone: _____________________
Email: ______________________

