[Company Name]
[Address]
[Contact]
[Website]
Date:
RE: Work area cleanup announcement
Dear Employees,
This letter is to inform you about the announcement on the upcoming Cleanup Day, which will be observed on Date [provide the date of cleanup] of the coming week. This cleanup day is being held in the product of observing your untidy and unclean habits in the office environment.
[bookmark: _GoBack]Our company has always been keen on maintaining a clean and healthy environment for the employees. We make sure that the office is cleaned on a regular basis, but a thorough cleaning process is observed after each month. Thus, on the cleanup day, each and every work area, restrooms, offices, and other places would be cleaned thoroughly.
We have been monitoring over the staff members and to our surprise, no one is paying attention to their work hygiene. Thus, in order to reflect a well-organized and tidy work environment, we have hired an external cleaning staff. You all are requested to cooperate with them and show your best professional code of conduct.
Your Sincerely.
[Your Name]
[Designation]
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