[Company Name]
[Address]
[Contact]
[Website]
Date:
[bookmark: _GoBack]RE: Work area cleanup announcement
Dear Employees,
On behalf of this company [Company's name], we thank you all for providing your best efforts and skills of professionalism to this office. You all have maintained a great deal of working decorum and proficient conduct.
However, this letter marks an important announcement. We are observing an Office Cleanup Day on Date: [Provide cleanup date] and the following are the instructions that need to be observed on that day.
1. Every staff member will observe a one-hour break at the time of cleanup.
2. Each and every office, including the personal cubicles and workbenches, would be cleaned. You are requested to windup your essentials 15 minutes earlier, so your desks must be cleaned properly.
3. You all will be requested to continue your regular work until the cleaning staff approaches your work area. For that time, you are requested to pause your work and continue it after your workstation is cleaned.
4. Your segregated computer systems need to be shut down at the time of cleanup. This is important for safety purposes.
5. You may refrain from walking on the wet floors and the areas which are being cleaned up.
We hope that there will be no rush and fuss on the day of cleanup and you all will behave professionally. In case of any other information, you may feel free to reach me in my office.
Yours Sincerely.
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