	[bookmark: _GoBack]Specific COVID-19 Questions:
	1. Please discuss the organization’s response to Covid-19. 

	2. Has the organization had to implement any furloughs, reductions in force, or locations closings? Please provide details. If yes, was outside counsel consulted in the process? 

	3. If the organization has conducted furloughs, how are you addressing employee benefits for those affected? 

	4. Has the organization received any complaints from front line workers regarding the availability of PPE? 
If so, how is the organization handling these complaints? 

	5. Please detail the organization’s process for handling accommodation requests from front line employees. 

	6. Please detail the process for employees that have either been diagnosed or forced to quarantine. 

	7. What impact has Covid-19 had to revenue and expenses to date? What impact is projected over the next 90-120 days? 






Reduction in Workforce – Questionnaire

Name of Applicant: 		
Date:  														

If your company has had or anticipates any branch, location, facility, office, or subsidiary closings, consolidations, or layoffs within the next twelve (12) months, please provide responses to the following questions:


1. Please include the date, anticipated number of affected employees (including job classifications), layoff circumstances (e.g. expense reduction, merger, strategy shift, etc.) and the state (s) where layoffs will occur. ____________________________________________________________________________________________________________________________________________________________________________________________


2. Describe your company’s procedure for conducting a staff reduction and include the management / executive levels (e.g. Supervisors, HR Director, General Counsel, CFO, etc.) involved in this procedure. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Is there a review process to ensure protected classes (e.g. based upon race, sex, age, etc.) will not be adversely impacted as a result from a staff reduction?  If yes, is the analysis reviewed by outside counsel? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Does your company utilize consistent criteria to determine which employees will be impacted?  Describe the criteria utilized including whether reasons for selection are documented. 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Does your company involve outside counsel to ensure that WARN (Worker Adjustment Retraining & Notification Act) and OWBPA (Older Worker Benefit Protection Act) requirements are met during staff reduction, contemplation, and implementation?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. Does your company have a written severance and waiver agreement in place?  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If your company has experienced employment claims as a result of prior staff reductions that have occurred during the past twelve (12) months, please provide details on a separate addendum. 
