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Effective March 24th, 2020

Re: Necessary Travel

To Whom It May Concern:

Please be advised that [Employee Name] is employed by [Company Name]. [Employee Name] will need to travel to our facility at [Address] to complete essential job functions despite any statewide travel restrictions for the foreseeable future.

Our facility provides production and delivery of essential products for the transportation, agriculture, critical manufacturing, and wastewater sectors among many other vital industries according to the Emergency Order issued March 24th, 2020 by Wisconsin Governor Tony Evers in response to COVID-19. 
If you have any questions or concerns, please contact me at [Phone Number]. We appreciate your service and understanding during this time.

Kind regards,
[President/Supervisor Name]
[Title (i.e. President, Supervisor)]

[Company]
[Office Phone Number]
[Cell Phone Number]
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