[Company Name] is closely watching the global coronavirus (COVID-19) developments and following recommended guidelines. Our focus is on the health and safety of our employees. 

It is our duty to notify you that an employee has tested positive for COVID-19. The affected employee remains in quarantine and we are supporting them as they recover. We have notified all employees who we know were in close contact with this employee. Close contact is defined as being closer than six (6) feet for ten (10) minutes or longer. 

The risk of transmission for employees who were not in close contact with this individual is assessed to be low. However, if you are experiencing symptoms, please stay home and seek medical attention. 

