[Company Name]
[Address]
[Contact]
[Website]
Date:
RE: Spring Cleaning Day Observance
Dear All,
We have been observing the habit of cleanliness from our existence. Our workplace must be organized and in good shape for both the employees and visitors. Any institute or an organization can never flourish without keeping the basic cleanliness policies in hand.
Therefore, as a ground-rule, our company had decided to go for a spring cleaning as observed from the past few years. We shall be looking forward to that day on Date: [mention date]. Following are the instructions formulated for every staff member to follow on that day:
1. All are requested to organize your workstations by disposing of any unwanted accessory. This may include garbage or unwanted documentation from your desks and drawers.
2. Get rid of all the unnecessary objects or files which are of no use to the company or to the staff.
3. Sort your personal drawer and workstations by organizing your essentials. Always keep a storage container with your workbench that may contain your files and personal equipment.
4. Keep a handy cleaning tool in your drawer to wipe out the dust from your workstations.
5. Organize your PC desktops. Get rid of unwanted icons and shortcuts. Delete the unused and non-productive files that are of no use to the company.
[bookmark: _GoBack]You all are requested to give a good read to these provided instructions and we hope that this spring cleaning would result in benefits for maintaining an organized environment. Feel free to contact me for any queries.
Yours Sincerely.
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