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Please be informed that, effective immediately, employees with motor or car vehicles must park in
thc basement parking area first tefore clocking ir at the biometrics system. This policy has been
implemented to promote proper \,vork discipiine and address the pactice of employees clockr'ng in
merely to meet the Fzce pe od, then using additional time in the Lrasement to prepare themselves or
engage in conversations with colleagues before proceedjng to thei. workstations.

Parking in froot olthe building facade even for quick stops for the purpose of clocking in is strictly
prohibited, as it causes obstructions and disrupts th€ llorv ofopemtiorls.

The guard on duty is instructed to stdctly monitor and enforce compliance with this poiicy. Any
failure to adhere will result in disciplinary action as outlined il1 the company's code ofconducl.

Your adherence to this policy is essential in maintaining workplace efficiency, ensu ng limely
aftendance, and promoting fai.ness to employees who commute to work.

Thad< you for your cooperation.
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