[Company Name]
[Address]
[Contact]
[Website]
Subject: Observance of cleanliness
Dear Employees,
[bookmark: _GoBack]I hope you all are doing great and working in the best possible way to keep this company flourished. We have many new projects in the coming month, and we believe that working together can serve our clients best. It all requires a little hard work and some professional codes to follow.
Since you all know that the management staff has been checking over the office on a regular basis now. Upon their visit, they have found several unclean working desks and furniture. The staff was working in the same untidy environment without paying heed to their cleanliness ethics.
Therefore, it is requested for you all to maintain a cleaned and healthy environment in your workspace. The employees in this company [Company's name] spend most of their time working here. Although the office is cleaned on a regular basis, it can still leave the cubical and workstations unclean and dirty. I believe that with minimal efforts from every employee, we can make this place organized and upright.
Let's keep this place healthy to work!
Sincerely.
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