
Letter of Professional Language Standards 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Professional Language Standards at Work 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to address the importance of maintaining 

professional language standards within our workplace. 

Effective communication is fundamental to our success, and it is essential that we use language 

that reflects our values of respect, clarity, and professionalism. This includes being mindful of 

our tone, word choice, and the overall message we convey in both verbal and written 

communications. 

To ensure that we uphold these standards, I propose the following guidelines: 

• Always use respectful language, avoiding slang and informal expressions. 

• Be clear and concise, ensuring our messages are easily understood. 

• Listen actively and respond thoughtfully to foster positive interactions. 

By adhering to these guidelines, we can create a more productive and harmonious work 

environment. I encourage you to reflect on your communication practices and consider how we 

can collectively enhance our professional standards. 

Thank you for your attention to this important matter. I look forward to your feedback and 

suggestions. 

 

Sincerely, 

[Your Name] 

[Your Job Title] 



[Your Company] 


