Date:
To
[The Recipient Name]
[Address]
Subjects: 20XX policy announcement
Dear all,
I hereby confirm through this letter that the company has changed its policy regarding latecomers. It has come to my attention that a lot of employees are in habit of coming late to office. Sometimes customers have to wait for a long time due to the non-availability of the dealing person. You must remember that company gives supreme importance to customers. If they are pleased and satisfied with our services, they will make a purchase.
Effective from 1st August, the company has decided to impose a fine on all habitual latecomers. Earlier management used to overlook such employees without warning them. Now there will be a 5% reduction in salary of all employees marked as late for more than three times in one month. This decision has been taken because of an alarming number of latecomers. This issue has become a serious one and required rapid action to make sure that every employee report on time.
Dear all, this is an era of tight competition where every company strives hard to construct its worth in presence of many competitors. If employees report late at their workplace, it causes great harm to the overall working of the company. Moreover, the productivity of such a company is adversely affected.  
Remember, this policy has been introduced for your convenience. Although it seems harsh, you will receive even more benefits from it. If employees report on time, they will easily meet their sales target and increase their commission. Therefore, the company’s financial pressure will also be alleviated, and it will retain more employees.
Since this policy has been confirmed and going to be implemented very soon, you are required to abide by it. There will be a considerable reduction in the number of latecomers if the policy is followed in letter and spirit. Your immediate compliance with this policy will highly be appreciated.
Thank you for your cooperation.
Sincerely,
John Smith
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