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Professional Email Message
To: jamesbrownd@gmail.com
Subject: Professional Communication and Conduct
Cc: info@recordsoffice.org
Dear Sir,
I salute you humbly this blessed dawn hoping well has been the order of your experience so far. Attention has been brought to me concerning certain issues arising from your professional conduct this morning. It has been noted that you reported to work a few minutes late today, and the manner of your arrival was intolerable. You have been reportedly found in an unruly behaviour by storming into the reception office and punching at wall clocks for no apparent reason, other than the fact that they pointed out the right time at the moment. On attempting to send pleasantries to you, our receptionist met an astonishing ignorance. For this reason, I, as the managing director in charge of office conduct and discipline besides being the manager on duty, would like to intervene by informing you a little on matters of our office etiquette.
Office etiquette is an important virtue in professional life. It helps to build professional friendships, which lasts longer than other relationships and helps the parties to soar high in the level of personal development initiatives. First and foremost, it is essential to tend towards not being mean in using polite words such as sorry, please, thank you and many other suchlike words of courtesy. Secondly, nature dictates that men ought to understand how their colleagues fair at work for the enhancement of better cooperation by greeting one another when they get to work. This would help in understanding the possible difficulties that one would have encountered, which can affect the moral hence the output obtained in working. Thirdly, regardless of whatever shadows your path during the normal day to day operations at your workplace, it is neither permitted by ethics to vandalize any inanimate property nor to hurt animate creatures around. It was therefore considered wrong to be involved in the act of punching the clock. Another concern on office etiquette which would help you develop with much ease is dressing soberly and maturely. During the office working hours, it is advised that you only dress on official apparels unless you show up at work during the weekends or during the national holidays, in which you must also dress in the manner that suits you best but a moderate and descent outfit.
The information reaching my desk is that Sarah, the receptionist, has eagerly awaited for a word from you to apologize and if possible, take back your reactions but to no avail. She has probably been thinking you have been aware of your mistakes, consequently expecting an apology which you are yet to render to her. 
It is impossible to recognize the efforts you always put in work which are substantial and very effective in our firm. You have been one of the best in our cooperation and marketing sector. I, therefore, feel I should have a face to face meeting with you to help you on how to amend such ways and build a positive history which will help you grow as you serve our noble firm. Please ensure you make diligent efforts so that our firm may not feel compelled to take disciplinary actions against you for showing poor office etiquette (Foronda et al., 2016). You are therefore required to meet me in person before the close of business tomorrow. This will help in establishing a proper way to deal with your frustrations so that you get an opportunity to explore your career without many obstacles.
Yours Faithfully,
Lovren Lingual
Managing Director.
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