Date: [DATE]
To
[Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
[Website]
Subject: Wearing face mask is mandatory
This letter of mine must be considered as a formal warning and I have been forced to write you like this in response to your manager’s complaint that SOPs regarding COVID-19, particularly the face mask-wearing policy are not being followed by most of the employees during office hours. In my last staff meeting, I had indicated this thing very clearly that wearing of the mask has been declared as an essential practice that must be followed by all means without any discrimination. A booklet, containing guidelines regarding Corona SOPs, was also issued in this regard, and you all were given one copy each. 
Since COVID-19 has spread worldwide and played havoc with the lives of people, we, therefore, had devised the mask-wearing strategy to deal with the danger in an effective way but your non-compliance with the instructions is an indicator of the fact that you are not taking the instructions seriously and putting others in danger along with yourself which is not acceptable at all here in this company. 
Keeping in view the situation, management has decided to deal with the violators strictly and from now onward, no breach of policy will be tolerated. If any employee is found without a face mask, his absence of that particular day will be counted along with a heavy fine. In case of further violation, he will put himself at a high risk to be suspended from the job. Therefore, you all are requested to stick with SOPs which have been made for your own sake. Your cooperation is highly needed at this time so as to cope with the danger in an effective way. 
Yours sincerely,
[XYZ]

doxhub.org


d


oxhub.


org


 


 


Date: [DATE]


 


T


o


 


[Recipient Name]


 


[Designation]


 


[Company Name]


 


[Address, City, STATE, Zip]


 


[Website]


 


Subject: Wearing face mask is 


mandatory


 


This letter of mine must be considered as a formal warning and I have been forced to write you like 


this in response to your manager’s complaint that SOPs regarding COVID


-


19, particularly the face mask


-


wearing policy are not being followed by most of the e


mployees during office hours. In my last staff 


meeting, I had indicated this thing very clearly that wearing of the mask has been declared as an 


essential practice that must be followed by all means without any discrimination. A booklet, containing 


guideli


nes regarding Corona SOPs, was also issued in this regard, and you all were given one copy each. 


 


Since COVID


-


19 has spread worldwide and played havoc with the lives of people, we, therefore, had 


devised the mask


-


wearing strategy to deal with the danger in


 


an effective way but your non


-


compliance with the instructions is an indicator of the fact that you are not taking the instructions 


seriously and putting others in danger along with yourself which is not acceptable at all here in this 


company. 


 


Keeping in


 


view the situation, management has decided to deal with the violators strictly and from 


now onward, no breach of policy will be tolerated. If any employee is found without a face mask, his 


absence of that particular day will be counted along with a heavy 


fine. In case of further violation, he 


will put himself at a high risk to be suspended from the job. Therefore, you all are requested to stick 


with SOPs which have been made for your own sake. Your cooperation is highly needed at this time so 


as to cope wi


th the danger in an effective way. 


 


Yours sincerely,


 


[XYZ]


 


 




d oxhub. org     Date: [DATE]   T o   [Recipient Name]   [Designation]   [Company Name]   [Address, City, STATE, Zip]   [Website]   Subject: Wearing face mask is  mandatory   This letter of mine must be considered as a formal warning and I have been forced to write you like  this in response to your manager’s complaint that SOPs regarding COVID - 19, particularly the face mask - wearing policy are not being followed by most of the e mployees during office hours. In my last staff  meeting, I had indicated this thing very clearly that wearing of the mask has been declared as an  essential practice that must be followed by all means without any discrimination. A booklet, containing  guideli nes regarding Corona SOPs, was also issued in this regard, and you all were given one copy each.    Since COVID - 19 has spread worldwide and played havoc with the lives of people, we, therefore, had  devised the mask - wearing strategy to deal with the danger in   an effective way but your non - compliance with the instructions is an indicator of the fact that you are not taking the instructions  seriously and putting others in danger along with yourself which is not acceptable at all here in this  company.    Keeping in   view the situation, management has decided to deal with the violators strictly and from  now onward, no breach of policy will be tolerated. If any employee is found without a face mask, his  absence of that particular day will be counted along with a heavy  fine. In case of further violation, he  will put himself at a high risk to be suspended from the job. Therefore, you all are requested to stick  with SOPs which have been made for your own sake. Your cooperation is highly needed at this time so  as to cope wi th the danger in an effective way.    Yours sincerely,   [XYZ]    

