(Company Letterhead)
Date: March 21, 2020
To Whom It May Concern:

ESSENTIAL EMPLOYEE UNDER GOVERNOR PRITZKER EXECUTIVE ORDER 2020-10 (COVID-19 STAY AT HOME ORDER)

This (insert company name) employee has been deemed an essential employee under Governor Pritzker Executive Order 2020-10, (insert of section # which business/facility is covered such as 7, 9, 12) that is needed to work at (insert name of facility & location). 
This facility needs to operate (insert operations times & days) to continue the supply of (insert what the facility produces, supplies, or transports). This employees travel commute and service is necessary to continue facility operations.

(Insert name of company) plays a critical role in combating the COVID-19 (insert brief statement as to what the facility does).
If you have any questions regarding the criticality of this service and the role this individual plays, please reach out to (insert name of pertinent management person and contact information):

Yours sincerely,

Name of Key Personnel (Example – Key HR or other Upper Management Personnel, CEO, President, Owner, etc.)

