[Company Name]
[Address]
[Contact]
[Email]
Date:
Subject: Adhere to workplace cleanliness
Dear All,
This letter serves as an official policy for "Cleanliness" to be observed on the premises of this company [Company's name]. Upon my invigilation in previous days, I have been observing unclean and non-organized workspaces. Hence, we are setting the following Rules and Regulations to be followed, so a clean environment is reflected in our office.
We expect you all to clean your desks and workstations, with no extra object on it. Your files and documents must be cleared before leaving the office. Each cubical and workstation would be provided with personal trash which must contain all the disposed of items (including extra papers, garbage, etc). No employee is allowed to drink coffee, tea, or any liquid food item on the workstation.
We hope that devising these cleanliness regulations would make a provision for every employee to maintain their personal work areas. We hope to see a cleaned and hygienic work environment in the awaited future.
Yours Sincerely.
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