To: All DTSD offices, DTSD Management
From: DTSD Administrator’s Office
March 23, 2020
RE: Appointment procedures

As part of the department’s precautions against the spread of COVID-19, DTSD is authorized to limit its offices/field offices to appointments only until further notice. Approved signage will be made available. Please continue to adhere to Gov. Evers’ March 17 directive limiting gatherings to no more than 10 people and use teleconference and Skype options whenever possible. 

Procedure: As each office/field is set up a bit differently, please use discretion as to where the advisory signage would gain the most notice. This could mean affixing to a door or the front desk. 

Needs: Each office is responsible to:
· Assign general use phone numbers and emails to the signage. 
· Calls should be answered no later than COB on the following business day 
· Phone must be staffed during standard business hours
· Establish procedures to for mail and package deliveries
· Note the signage uses general phone number for deliveries
· Ensure staff knows that meetings are by appointment only.
· Teleconference and Skype solutions preferred
· Staff must arrange to receive scheduled visitors at entrance 
· Meetings of 10 or more are not permitted at this time
· Division social distancing policy must be followed

Front desk staff: Here are some suggested talking points to manage questions: 
· All state agencies are taking precautions right now. Face time with the public is important to WisDOT and we’re hopeful to get back to business as usual soon. 
· All state departments are asked to limit the size of meetings and contacts with the public. Electronic methods and telephone are preferred. Many of our internal meetings are also using these tools. 
· WisDOT takes the health of employees and visitors very seriously and is limiting meetings as a precaution based on current public health guidance. 

