Date:
Re. Introducing the Procedural Changes in the Reporting Time of the Employees and Salary Deduction with Immediate Effect.
Dear Employees, 
The letter inks the needs of the hour i.e., to do necessary procedural and policy changes that are beneficial to the company’s mandate of punctuality and the employees’ productivity. Our company has eight hours of working schedule with a total working of forty hours a week.
Another older policy was the use of forty hours policy to take leave of more than two days from work when required. The misuse of employees-friendly policies and the use of less-official measures and procedures to evaluate the employees’ performance has severely affected the company for the past month.
Therefore, management and high authorities, after certain negotiations with the supervisors of different departments, have decided to introduce certain policy changes and procedural alterations to cut off the energy and production draining tools. First, it is to inform all of you that reporting time which was not specific and sometimes not necessary has affected the employees’ punctuality.
Looking at this, the reporting time has been settled at 09:20 with a buffer time of 20 minutes. Employees misusing buffer time would be given certain penalties as the use of buffer time for consecutive three days would result in a salary deduction of one day.
Another change introduced by the committee is the replacement of forty hours of work with thirty-three hours of presence at the desk. As the employees have been using ‘forty hours work policy’ for their benefits, i.e., completing forty hours earlier than needed and then taking unnecessary half-leaves from the work. As there has been seen a surge in this tradition at the workplace, we have changed the policy.
These procedural changes will boost the employees’ productivity levels and help them grow by making them punctual and active. This shall ultimately impact the company’s overall performance and production. We hope these changes will not bring any negative criticism from you. We hope you all strictly adhere to the procedural changes introduced with an immediate effect.
I am looking forward to your complete submission and adherence to the newly introduced policy and procedure of check-in and check-out. Thank you.
[Your Name]
[Designation]
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