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

[Date]
[Recipient Name]

Subject:  Warning for Cell Phone Use
Dear Mr. /Miss [NAME HERE],
It has been noticed that there has been a frequent use of cell phone by our employees during working hours. It has also been noticed that some employees were taking personal calls while dealing with the customers.
Here I would like to remind that the use of cell phone during working hours is strictly prohibited. Moreover, some of the company policies may also ask you to keep your phone in silent mode. Only acceptable thing is that the employee can attend the call in extreme emergency.
I hope that this reminder would be enough for you to discontinue the frequent use of cell phone while working. Thank you for all cooperation in this matter.
[bookmark: _GoBack][Senders Name] -Optional-
[Senders Title] -Optional-
____________________________

[NAME HERE]
[Title]
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