[Recipient Name]
[Date]
Page 2
[Name Here]

[Company Name]
[Street Address] [City, ST ZIP Code]

[Date]
Subject: Cell Phone Use Notice
Dear [Recipient Name]:
It has been noticed that despite repeated warnings and reminders for not using a cell phone in the workplace, there are many people in the company who are violating the rules of the company by ignoring the warnings.
It is being informed again if anyone will be found violating the rules and regulations of the company, henceforth a strict action will be taken against him. Furthermore, discontinuation of use of cell phone will be appreciated.
Also note that the supervisor and the in charge of the staff can use the cell phone.
________________________________
Supervisor
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