Sample: CD office closure announcement 
[bookmark: _GoBack]Here’s an example format and language for a conservation district office closure due to the COVID-19 coronavirus pandemic. Content will need to be tailored to each district’s specific situation, but this example provides some ideas for points to cover. 

Some general best practices are:
· Be factual about the reason for the closure (e.g. refer to recommendations made by state leaders/health authorities).
· Set clear expectations about how this impacts your services/functions/events. 
· Keep communication lines open. Identify contacts/contact information and the outlets you’ll use to share updates with your community (e.g. web posts, social media, email). 


 [Name] Conservation District office closed and staff working from home until at least [Date]
Effective [Date], the [Name] Conservation District office is closed until at least [Date], and our staff is working from home. All district meetings and events scheduled through [Date] have been postponed or cancelled. 

We’re taking this action in response to recommendations from health experts to stop the spread of the COVID-19 coronavirus. Safety is our priority, so for now we’re altering our normal operations to put the well-being of Washingtonians first. 

What this means:

· [Info about any regular CD functions that will be significantly impacted]
· [Info about impacted programs]
· [Info about upcoming/impacted CD events and public meetings]
· [Info about impacts to elections]

Get in touch:
· [How to contact the district; provide subject-matter experts for specific topics you think you’ll receive the most questions about]

Our plan moving forward:
· [How and when will you communicate updates]
· [If there are any significant events on the horizon that you’re not sure if you’re going to change/cancel yet, state when you plan to make a decision]

Our team is well-coordinated and capable. We’re confident that we’ll get through this in a way that promotes the safety of all Washingtonians and allows us to continue to serve you. 

Thank you for your patience, and be well! 
