Date
[Company Name]
[Address, CITY, STATE, Zip]
To
[The Recipient]
[Address, CITY, STATE, Zip]
Dear Samuel,
It has been brought to my notice that you are continuously ignoring your HOD’s lawful instructions which are bringing about harmful consequences to the company. You were verbally approached before by your supervisor and requested to alter your professionalism.
[bookmark: _GoBack]It is, however, quite unfortunate to know that instead of reckoning your mistake and correcting it, you are still repeating it.
While the company appreciates the hard work, you have previously done for it, we will have to still warn you about the recent display of carelessness from you.
Consider this your last warning and mend your ways. You can reclaim the status you had in the company. We, at the administration, truly appreciate employees that are ready to learn and grow.
Should you have any queries regarding the subject matter, feel free
To contact me at [email] during work hours.
Sincerely,
Max Joseph
Director

writeletter2.com


w


riteletter2


.com


 


 


Date


 


[Company Name]


 


[Address, CITY, STATE, Zip]


 


To


 


[The Recipient]


 


[Address, CITY, STATE, Zip]


 


Dear Samuel,


 


It has been brought to my notice th


at you are continuously ignoring your HOD’s lawful instructions 


which are bringing about harmful consequences to the company. You were verbally approached before 


by your supervisor and requested to alter your professionalism.


 


It is, however, quite unfortun


ate to know that instead of reckoning your mistake and correcting it, you 


are still repeating it.


 


While the company appreciates the hard work, you have previously done for it, we will have to still 


warn you about the recent display of carelessness from you


.


 


Consider this your last warning and mend your ways. You can reclaim the status you had in the 


company. We, at the administration, truly appreciate employees that are ready to learn and grow.


 


Should you have any queries regarding the subject matter, feel 


free


 


To contact me at [email] during work hours.


 


Sincerely,


 


Max Joseph


 


Director


 


 




w riteletter2 .com     Date   [Company Name]   [Address, CITY, STATE, Zip]   To   [The Recipient]   [Address, CITY, STATE, Zip]   Dear Samuel,   It has been brought to my notice th at you are continuously ignoring your HOD’s lawful instructions  which are bringing about harmful consequences to the company. You were verbally approached before  by your supervisor and requested to alter your professionalism.   It is, however, quite unfortun ate to know that instead of reckoning your mistake and correcting it, you  are still repeating it.   While the company appreciates the hard work, you have previously done for it, we will have to still  warn you about the recent display of carelessness from you .   Consider this your last warning and mend your ways. You can reclaim the status you had in the  company. We, at the administration, truly appreciate employees that are ready to learn and grow.   Should you have any queries regarding the subject matter, feel  free   To contact me at [email] during work hours.   Sincerely,   Max Joseph   Director    

