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First Name Last Name
[Address]
[City, State Zip]
[Enter date]
Dear, [First Name Last Name]:

I have good news to share with you. With this letter, we are announcing that the [Agency name] campus is going tobacco free. 
Beginning Jan. 1, 2013, the new tobacco-free campus policy will go into effect. The policy will apply to all employees, clients and visitors of [Agency name]. As a valued partner, we want to let you know about this change well in advance and request your assistance in making this an easy transition. 

The new policy initially will prohibit the use of all tobacco products in any [Agency name] building and surrounding campus wholly owned or leased by [Agency name]. As we renew leases at other locations, the policy will be extended to those sites as well. Eventually, all [Agency name] campuses will be tobacco free. 

We are excited by this change and hope you share our enthusiasm. Through it, we are creating healthier environments for ourselves and our visitors, and are serving as examples of the healthy behaviors we encourage in others. We also are working with other state agencies as they consider adopting similar policies. 

We have worked diligently to ensure the success of this policy. Most of our recent efforts have been focused on preparing employees by educating them about the policy and launching a quit campaign. We also have developed Web-based and print materials to connect employees and visitors to our facilities with tobacco-cessation resources. We encourage you to make use of this information and to share it with others. To access 

these resources, go to healthoregon.org/tobacco-free-state-properties.

We hope you’ll remember us on Jan. 1. That’s the day [Agency name] will take a deep breath and a big step forward in helping create a healthier Oregon. 

Sincerely, 

[First Name Last Name]
[Title]



