To
[The Recipient Name]
[Designation]
I [title] [name] am writing to you about your last projects’ late submission. When you were assigned the project, you were duly informed that it is time-sensitive, and it was critical to its success that you complete your part in time. You were given frequent reminders in the meetings held to discuss progress, but you still didn’t pick up your pace. Now since the tender was not prepared on time the [department name] team is left with no time to work on it and submit it before the deadline and hence we couldn’t apply for the tender.
The loss we have suffered is not just monetary as you have also wasted all the hard work of the team that worked on the project before you. All the man-hours spent in perfecting the proposal are now wasted. Be very clear that such negligence would not be tolerated again. Consider this to be a warning, if a similar situation arises again, we would be forced to think about the termination of your work contract.
Looking forward to better performance in the future,
Yours sincerely,
[Designation]
[Company Name]
[Address]
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