[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Office time punctuality
Dear all,
This email is being sent to all employees working in this office. On [date], during my surprise visit to this office, almost 90 percent of you were found coming late to the office by 15 to 20 minutes. This email aims to inform all of you that such kind of malpractice of coming late to the office is not acceptable at all and that all of you must adhere to the office timings.
Good habits of an employee play a key role in the creation of a healthy workplace environment. One such good habit is termed as punctuality. Employees who are punctual, follow office timings firmly, and abide by all the rules, they will prove themselves as beneficial assets of the company because they have been bestowed with a remarkable habit. On the other hand, those who do not follow the office timings in a true sense, are involved in wastage of precious time, and consequently, they prove themselves harmful for the company.
Management, therefore, directs all the employees to come to the office on time. If an employee is found violating the time policy, severe disciplinary action would be taken against him. However, if an employee gets late from the office due to urgent work, he must inform his H.O.D. before time.
I hope you all have understood what you are being required. I am waiting for a positive response from all of you.
Yours sincerely,
[XYZ]
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