[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Email]
To
[Recipient Name]
Being the CEO of the company, I am going to implement the policy as subjected above from now onward. The matter was brought into my notice by your branch manager that, while talking about the politics and your favorite political leaders, most of you lose your temperament and become emotional.
Here at ABC marketing company, it is the part of our policy that employees will not talk with other employees about the things about which they cannot do anything. Once you are present at your workplace, this is your first and foremost duty to involve yourself in the company’s matters rather than talking about anything else. Political matters are the things that must be left upon the politicians to deal with. You, the employees cannot do anything in this regard. You cannot involve yourself in legislation making but one thing you can do at your best and that is your work.
[bookmark: _GoBack]It is now compulsory for every employee of this company to make sure that our policy about the matter subjected above is being followed in true sense. It is your responsibility to make your fellow remind about the policy if he/she breaches it. If it doesn’t work, submit a written complaint to your manager about the accused employee. Policies that are not followed, have a detrimental effect on the team and it is your duty to work for the progression of the team. Your name will be kept private.
The following could be the positive outcomes of breaching the above-mentioned policy:
· If the policy is violated for the first time, top management will meet the employee privately, direct him not to violate it in the future, and clip the notes of that meeting in employee’s file.
· Violating the company’s policy for the second time will result in reviewing the previous meeting notes and asking the employee for a written explanation coupled with a warning letter.
· Violating the above-mentioned policy third time will result in the suspension of placement on probation.
· The fourth time violation will not be tolerated at all and the employee will be terminated right away.
I hope that each employee working with us will understand the policy and comply with it. I wish you all the best of luck.
Yours sincerely,
XYZ.
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