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Good morning team – 
  
I am confident you have been following the media reports regarding coronavirus (COVID-
19). Over the past few weeks, our leadership team has been monitoring the spread of the 
virus and preparing for possible impacts and/or modifications to our travel and client 
support. It is incumbent on us to be diligent in our ongoing education about the virus and 
prepare for a number of unpredictable contingencies. 
 
We are regularly monitoring both the World Health Organization (WHO) and the Centers for 
Disease Control and Prevention (CDC) for guidelines and rapidly changing geographic 
impacts. While the CDC indicates the immediate risk to the United States is low, they 
recommend preparing for possible disruptions due to a broader spread. We have included 
links to the CDC and WHO websites for your reference: 
  

• CDC: https://www.cdc.gov/coronavirus/2019-ncov/index.html 
• WHO: https://www.who.int/emergencies/diseases/novel-coronavirus-2019 

 
Similar to the flu and other respiratory viruses, coronaviruses are spread from person-to-
person through the air by coughing or sneezing, close personal contact such as touching or 
shaking hands, or touching an object or surface with the virus on it. The CDC believes 
symptoms may appear within two to fourteen days after exposure and consist of fever, 
cough, and shortness of breath.  
  
The safety of our team is our top priority. When considering personal preparedness, it is 
important to keep a few points in mind. First, infectious disease experts are emphasizing 
that coronavirus causes an illness that is similar to the flu. While a vaccine for coronavirus 
is not available, everyday habits that protect us from common respiratory illnesses are even 
more important now. We all can protect our own health as well as the health of our family 
members by remembering to: 
  

• Wash your hands often with soap and water for at least 20 seconds. If soap and 
water are not available, use an alcohol-based hand sanitizer. 

• Avoid touching your eyes, nose, and mouth with unwashed hands. 
• Avoid close contact with people who are sick. 
• Stay home when you are sick. 
• Cough or sneeze into your elbow or use a tissue to cover it, then throw the tissue in 

the trash. 
• Clean and disinfect frequently touched objects and surfaces. 

  
We encourage similar practices while on business travel, including the addition of: 
  

• Avoid handshakes and hugs, instead opting for a verbal greeting. 
• Use disinfecting wipes to clean surfaces on planes, in hotels, and other shared 

locations. 
• Wash your hands and/or apply an alcohol-based hand sanitizer often, particularly 

after touching a shared surface. 
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Insofar as travel itself, we encourage an open internal dialogue and that we continue to 
follow our client’s evolving approaches and policies. Over the past three days alone, 
several organizations have assessed their risk and imposed new, global restrictions on all 
travel. Yet others have asked project teams to assess travel by location and allowed 
personal preference and judgement to guide their decisions. Internally, we will impose the 
following guidelines effective immediately: 
  

• All international travel is fully restricted until further notice. 
• If your client has imposed a global and/or local restriction, please cancel all 

scheduled sessions.  
o Hotels: Hotel providers appear to be honoring all cancellations without 

fees. Please call your hotel provider to secure an exception. 
o Airfare: Airline partners seem to be behaving inconsistently at this juncture, 

but we’d encourage a phone conversation so they can denote the reason 
for the cancellation should their policies evolve. 

o Incurred fees: If cancellation incurs fees, please submit an expense report 
for reimbursement. 

• Virtual meetings: Please proactively engage with your clients to discuss whether 
virtual meetings are a viable alternative to any impacted on-site sessions. 

• Domestic travel should be assessed on a case-by-case basis, by geography. We 
continue to monitor key locations and will update our policy each week. 

  
We recognize that intense media coverage may cause a great deal of anxiety and raise 
many questions. We hope this communication allays some of your questions and concerns 
and will continue to communicate as circumstances evolve. If you have any questions, 
please feel free to contact us directly through your preferred communication channels. 
Please know that the safety and security of our team is always our first priority.  
  
With warm regards, 
Mark 

 
 
Mark Stelzner 
Founder/Managing Principal 
 
  


