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Cosmos Street Branch
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1234 Sunny Day Lane
North Chesterfield, VA 23234


October 8, 2018

Terrapin Insurance Corporation
1234 Sunny Day Lane
North Chesterfield, VA 23234

Dear employees:

Thank you for all your hard work and dedication. We are pleased with everyone and their contributions to this company. As you know, we have allowed the freedom for our employees to dress down on Fridays. 
We have recognized some inappropriate “casual” ensembles in the office during this past quarter. When the company came up with Casual Fridays, there was a dress code policy that described what was acceptable and what was not. Listed below is our dress code policy:
· Women: blouses, pant/skirt suits, U-neck tops, stockings, skirts must be below the knee, close toed shoes, heels should not be more than 4 inches, and keep jewelry to a minimum. There should be no sandals/open toed shoes, jeans with holes, V-neck tops, Pajamas, etc.  
· [bookmark: _GoBack]Men: suits (formal), button up shirts with ties, leather shoes, turtlenecks accepted, dress pants, khakis, dockers, shirts with collars accepted. There should be no open toed shoes, ripped jeans, etc.

Due to numerous infractions regarding our dress code policy, Casual Fridays have been canceled effective immediately. We apologize for any inconvenience this may have created. Here at Terrapin Insurance Corporation, our goal is to provide quality professional services to all of our customers. In providing our goal to our customers, we always need to look professional. 
Once again, we apologize for this sudden change and thank you for being accepting to this new policy. If there are any questions or concerns about our dress code policy, please do not hesitate to contact me.


Sincerely,

Jordan Jones
Jordan Jones
Cosmos Street Branch Manger

