
 

PREPARING TO REOPEN 

Though your business may be closed, now is the time to start preparing for your next 
chapter.  We recommend you develop a well thought out plan for when you can open 
again. While not all businesses are brick and mortar, many of these tips can be applied 
to your business. 

People across the country are rooting for the small business community, making 
this an opportunity for you to solidify existing customer relationships and to 
welcome new customers.  

1. PLAN 

Use your time now to develop a plan for your reopening the first 3 months.  Consider 
what you have learned during this time that will benefit you and your business in the 
future. Define goals and create a to-do list of items with target deadlines.  

Develop and refine your disaster plan. Unfortunately as we’ve learned through this 
experience, disasters can happen to anyone and it’s a matter of “when” not “if” one will 
occur. Use this time to prepare for the next potential business interruption. 

2. EMPLOYEES 

A successful relaunch and recovery of your business will depend on your ability  to 
retain talent. Make employee engagement a priority. 

● Many small businesses treat their employees like family.  Thank them for 
hanging in there and acknowledge the financial and mental stress the pandemic 
has caused them. 

● Consider your reopening hours. Come up with a plan that is fluid for what 
schedules might look like under several different operating models. 

● Continue to stay in close communication with your team and share your plan with 
them when ready. Sharing your reopening plan reminds your team that they are 
a key factor in the success of your business. 

● Employees with disabilities that put them at high risk for complications of 
COVID-19 may request telework as a reasonable accommodation to reduce their 
chances of infection during a pandemic. Employers should make workplaces as 
safe as possible for workers.  



● Develop leave policies that promote workers staying at home when they are sick, 
when household members are sick, or when required by a health care provider to 
isolate or quarantine themselves or a member of their household. 

● Develop a policy for informing workers if they have been exposed to a person 
with COVID-19 at their workplace and requiring them to quarantine for the 
required amount of time, being sure to protect the privacy of workers’ health 
status and health information. 

● Consider staggered work shifts and expanding hours to reduce the number of 
individuals working together at the same time and spread out the contact with 
members of the public.  

● Maintain 6 feet physical distancing for staff, customers, and vendors.  
● Face-to-face staff meetings should be limited and respect physical distancing.  
● Increase electronic workplace communications (texts, emails, instant messaging, 

phone calls) with staff to reduce frequent face-to-face contact.  
● Adjust break/meal times to limit contact between employees.  
● Use posters to remind staff, vendors, and customers regarding hand hygiene and 

physical distancing.  
● Ensure that employees have access to hand soap, cloth face coverings, gloves, 

tissues, paper towels, and a designated trash bin to dispose of used items.  
● Provide resources and a work environment that promotes personal hygiene such 

as tissues, no-touch trash cans, hand soap, alcohol-based hand rubs containing 
at least 60 percent alcohol, disinfectants, and disposable towels for workers to 
clean their work surfaces.  

● Ventilate workspace with open windows and doors to the extent possible.  
● Disinfect phones, shared tools, scanning devices, and other shared items 

regularly. 
● Discourage shared use of desks, offices, or phones. 

 
3. VENDORS 

Hopefully you have been communicating with your vendors throughout all of this. 
Remember your vendors are an important part of the team.  

● Review your current inventory as compared to what you project your sales may 
be when you reopen (see cash flow below).  

● Initially cash flow will be tight, so talk with vendors now about payment options. 
Many of your vendors may be willing to consider 30, 45 or even 60 day payment 
options on any new orders.  Remember they want you to succeed as well – you 
are their customer! 

● Make sure you have a safe process to receive supplies and other deliveries. 
 



4. CUSTOMERS 

It most likely will take more than a “We Are Open” sign to get customers back in the 
door.  

● Customers may still be hesitant to be out in public.  Start off with the basics such 
as making sure your establishment is fresh, clean and organized. 

● Re-engineer the physical space of your business to facilitate physical distancing 
among employees and between customers.  Evaluate ways that protect 
employee and customer safety that make each comfortable interacting.  

● Depending on your business make sure, for example, that inventory is stocked, 
menus are updated, and you and your employees are ready to provide 
outstanding service. 

● Show you appreciate your customers through welcome back promotions, offering 
new services, and remembering to always thank them for their business. 

 
5. CASH FLOW 

Prepare a projected income statement.  Remember this is a projection but this exercise 
will help you be better 

● Statements should be broken down by months. 
● Include projected sales and all expenses. 
● Develop several scenarios that reflect what it may look like when you are back in 

business. prepared for fluctuations in cash flow.  

 

Businesses that are best prepared to reopen, with a well thought out plan, will 
undoubtedly be the most successful!  
 


