Dated: DD/MM/YYYY
Ref No. Letter/Gen/0002
To,
The Employee Name,
Designation
City.
Subject: NOTICE TO MAINTAIN CLEANLINESS
This is a written notice for you to take serious attention to the complaint we verbally did before. You were found having food on the work desk during the important working hours. It’s a clear warning for you to pay heed to it now.
Our coordinator witnessed this also a few days before and he did warn you at the spot which is even added to your file too and you accepted and apologized for being non-serious about this issue but sadly it happened again a day before yesterday.
The work in our office demands much attention and devotion from each employee. Every company has some strict and general rules that needed to be followed by everyone for their own good as well as for the company’s impact in a positive way.
These issues seem lighter on the side but they count for an employee’s professional attitude and approach towards his duty. The workmanship is highly involved in maintaining the environment of the surroundings while working in groups. Other co-workers also get distracted by one individual and the manner of working clearly gets disturbed and troubled.
Moreover, paying extra focus on the cleanliness and tidiness is anticipated from the retainers is our expectancy.
We are in a good hope that you will grab this notice intently and positively and will obey the general as well as peculiar guidelines of our company.
Sincerely,
For and on behalf of
Company Name
Regards,
HR manager
Designation
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