Date:
To
[The Recipient Name]
Subject: Notice to staff to adhere to the shift timings

Hello everyone!
I hope everybody will be fine. This notice is meant for all of you working in the company office regardless of your post. Throughout the last month, I had received a lot of complaints about your negligence towards your work and office timings from your manager. He told me that most of the staff members are in the habit of noncompliance with the shift timings and in addition, assigned work is also not being focused and taken care of. Despite issuing you with the warning letters, you have not changed your routines yet and due to this reason, I decided to address you directly through this letter.
Owing to your continuous violations regarding shift timings, management has decided to deal with the matter strictly and from now onward, all of you are supposed to observe the prescribed shift timings firmly. If anyone of you is found violating respective shift timing, strict disciplinary action would be taken against such employees. 
[bookmark: _GoBack]Moreover, you are hereby directed to mark your attendance on a daily basis and with exact timing. In addition, those employees who are in a habit of pending their assignments deliberately hereby warned to restrain from such activities. From now onward, late submission of tasks and assignments will be dealt with strictly and not tolerated at all.
I hope you all will show compliance with the above-mentioned instructions. These are meant for your betterment to grow you in a more professional way.
Yours sincerely,
[XYZ]
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