DATE:
To
[The Recipients]
[Company Name]
As you all know that our company, Crescent and Co., is known not only for our excellent services but also for scenic beauty and natural landscapes. We strive to maintain the beautiful interior of our premises and for the past many years, we have preserved its beauty with flowers and greenery. We wish to provide an environment to our employees which are healthy and conducive for work.
Keeping this in mind, we have made some changes in our company policies to ensure cleaner office premises. These policies shall include a ban on smoking within the facility premises. The smoking ban shall be imposed effect from 1st November 20XX following which, no employee will be allowed to smoke inside the office buildings.
We have designated some areas outside the building which shall be indicated to you by your team leaders. The employees can smoke in the designated areas only during smoke breaks which will be a maximum of two times during a day. The smoke breaks may last for a period of maximum of twenty minutes.
We apologize for the inconvenience caused by this policy to the employees who smoke. We want you to know that this was done with the best interests of our company and employees in mind. We hope that you all will abide by the rules and not violate the new company policy.
Please don’t hesitate to reach out to us in case of any further questions. Thank you for your cooperation.  
Regards,
Office management
[Company Name]
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