PROPERTY NEWS

BUILDING MANAGEMENT OFFICE

DATE:
October 1, 20__

TO:
The Company occupants and tenants

RE:
New Building Smoking Policy

In response to a number of complaints and in an effort to support our wellness program, we are revising our smoking policy and making all company-owned home-office properties smoke-free as of January 1, 20__.  Smoking will not be permitted any closer than the public sidewalks, which are at least 25 feet from the building doors, windows and ventilation equipment. The designated outdoor smoking area has been moved accordingly and is now located on the north side of the building – please see the attached map for the exact location.

 If you have any questions about the new policy, please contact John Smith at (212) 555-1234 or email jsmith@email.com.    
Thank you.
