[Company Name]
[Address]
[Contact]
[Website]
Subject: Observance of cleanliness
Dear Employees,
With due respect, it is stated that we have found several employees working with unclean desks and workstations. This behavior of the staff is being noticed for the past few days and thus the employees are paying no attention to their work environment and cleanliness habits.
Working in a healthy and tidy atmosphere not only depicts the professional ethics of the worker but also the societal background he belongs to. And failing to work in an organized environment is the reflection of your professional codes. In the past few days, we have been observing unclean desks and computers. Garbage and rolled up papers are not thrown in the trash cans and employees are observing their lunch in front of the working desks.
You should know that strict actions can be taken if the staff members will fail to stick to company rules. Individual warning letters may be substituted if his/her workstation is untidy. We just require some minimal effort from each employee so the workplace can be neat and healthy to work with.
Thank you for your consideration. We hope to see a positive response from every staff member.
Yours Sincerely.
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