Sample Letter to Employees Announcing Tobacco-Free Policy Change
Date________
Fellow Oklahoma State Employee:

In order to provide for a healthier work environment, encourage healthier lifestyle choices for state employees and protect visitors to state property,  Governor Mary Fallin signed Executive Order number 2013-43 prohibiting the use of e-cigarettes and other vapor products on all state property.  

Consistent with this Executive Order, the _____ (Insert Agency) _______ has revised our comprehensive tobacco free policy to include e-cigarettes and vapor products.  This policy will end the use of e-cigarettes and other vaping devices on all state agency property at all times and in the delivery of our services regardless of location, effective January 1, 2014. The full text of this new agency policy (____(Number/Title)____) is attached. 

For employees who wish to quit tobacco or e-cigarettes, a variety of cessation resources are available, many at no cost or covered by state-provided insurance programs. Free quit coaching and other resources are available through the Oklahoma Tobacco Helpline by calling 1-800-QUIT-NOW (784-7669) or visiting www.okhelpline.com. The _____(Agency)______ will be supportive of those wanting to quit and will assist in connecting employees with the available resources.
Working together, we can provide our vital public services in an environment that protects the health of visitors and employees alike. 
Sincerely,

