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This memorandum serves to inform all employees of a new workplace policy regarding the

prohibition of earphone use during work hours.

This policy is necessary to:

Ensure employee attentiveness and awareness,

Promote effective communication between colleagues;

Prevent distractions and uphold professional conduct in the workplace.

Exeeptians tc the Folicy

This restrietion d*es n*t apply tc empl*ye*r who r*quir* th* u$e af earph*ne* or he*d$et$ during

transeribing minuie* of tFre meeting, employees eondueting interviews with joh appiieanis and

employees whose duties require the use of earphones or neacjsets as part of their otficial tasks such

as customer feedback and customer service representative.

We trust that everyone will adhere ts this policy in the interest of workplace efficiency and

professionalism. Thank you ior your cooperation.
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