COVID-192 Reopening Guidelines
Checklist for Office Work

Completed By:
Date Completed: Supervisor:
| Item Response | Action
No. Description Yes No | N/A Corrective Action Remarks
H I b directed t ly th
1 ave employees been directed to use only the ] ] ]

equipment at their own desks?

Has the use of conferencerooms been eliminated or,
if conference rooms are needed, instructions been |:| |:| D

2 communicated to minimize the number of employees

present toallow 6-foot physicaldistancing?

Do you have a planto minimize workspace crowding [] [] ]
3. ) . .

and allow for proper distancing between cubicles?
4 Will you place tapelines on floors outside and

behind cubicles to create 6-foot distancing?

Have you removed personal office/cubicle fans to
5. | reduce the potentialvirus distribution throughout [] [] []
the office?

Will you be conducting client meetings by
6. | teleconferenceto minimize in person meetings |:| [:| |:]
whenever possible?

Have plans been established and communicated
7. | for temporarily elimination of kitchen and other [] [] []
sharedrefrigerators?

Have company gyms and other nonessential
8. amenities been closed to avoid overcrowding and |:| |:| |:|
common touch points?

Has a policy been established and communicated
asking employees to avoid taking the elevator
9. | whenever possible or limiting occupancy to 50% of [] [] []
maximum capacity and placing markings on the
floor of the elevators for proper distancing?

Additional Resources

For additional resources, tools, information, and links, please visit our USI ST E E R Q‘
COVID-19 resource page at WWw, ];s] com/ pub ic- bca Ih cmcrgcng]gs Steer Through Epidemic & Economic Recovery

This publication and the information contains propriefary information of US| Insurance Services, LLC. Recipient agrees not to copy, reproduce or distribute this publicafion, in whole orin par,
without the wiitten consent of USIInsurance Services. The contents of this publication are for information purposes only and are notinfended to be exhaustive nor should any discussions o
opinions be construed as legal advice. Contact your broker forinsurance advice, tax professional for tax advice, orlegal coursel for legal advice regarding your particular facts or issues.

USI Insurance Services assumesno liability for consequences of any actions faken onthe bass of the information provided herein.
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