Date:
To
[The Recipient]
[Company Name]
Dear employees,
It has been observed that the employees are not punctual with the office timings. They do not take the reporting time seriously and arrive at the office space at least thirty minutes after the reporting time.
In addition, the footage from CCTV cameras revealed that many of you like to hang out at the reception and engage in chit-chat with your colleague which disturbs the decorum of the office and wastes everyone’s time. Every day at least thirty minutes to an hour is wasted in this activity before everyone settles down for work. 
We have decided to take stricter action against anyone who arrives late at work or wastes time gossiping at the reception before work. A warning letter will be issued every time a worker is late and after two warning letters, a fine of $100 will be imposed. This fine will not be waivable under any conditions and will be deducted from the employee’s salary.
We want to emphasize the importance of punctuality to the employees. Punctuality helps you achieve your targets in a timely manner.  We also wish to remind them that the salary is paid by the hour at our company. It is dishonesty with your company to waste hours which you are paid to work for. 
We request everyone to arrive by 9 am from now onwards and be honest and respectable towards your work and regard the timings. Wish to see you all at 9 am sharp tomorrow! We wish you all the best.
Regards,
Office management.
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