DATE:
To
[The Recipients]
[Company Name]
Dear employees,
This is to inform you that a smoke-free policy shall be implemented on the premises of our Main office building with effect from 2nd November 20XX. We have implemented this policy considering the health conditions of many of our staff and workers who have recently recovered from Covid -19.
Many of our employees reported to have developed breathing difficulties due to the infection and are still in the recovering phase. The smoke and dust pollution in the premises causes them difficulty in breathing which in turn hinders their daily work operations.  
To provide a healthy and safe environment for all our workers, especially considering their medical conditions, we have decided to impose a smoke ban on the office premises with effect from 2nd November.
 The employees who smoke may smoke outside the office building at a distance of at least 30 meters from the main entrance. We are working on building smoking cafes around the office building where our employees may smoke during breaks if they want to. A fine of $50 shall be imposed on any employee caught smoking inside the office building.
We apologize for any inconvenience caused by this policy to the workers who smoke. Rest assured; our policies are always in the best interest of our employees. We hope that you will regard the new policies and take care of yourself and others around you.  Thank you for your cooperation in this matter.
Regards,
Office management
[Company Name]
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