[Company Name]
[Address]
[Contact]
[Website]
Date:
RE: Spring Cleaning Day Observance
Dear All,
The new year brings new enthusiasm and opportunities to our company. And in order to start with fresh awaited projects, we must first maintain a healthy and cleaned environment to work in. This calls for a Spring-Cleaning Day!
We all know that our employees are out of habit in disposing-off unnecessary items and documentations. We maintain a pile of records for future purposes, even if they are of no use in the coming times. That is why we observe a Spring-Cleaning Day at the beginning of the year. Here are some devised instructions that we followed every year:
· Check your file drawers and dispose of the unwanted documentations
· Clean your desk and workspace with a sanitized wipe
· Don't make your area overly clustered
· Make your PC look professionally organized by limiting the icons and shortcuts
· Maintain your personal storage containers with files and important documents
[bookmark: _GoBack]I hope these instructions are clear and the product would be positive for our work environment.
Thank You.
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