[Company Name]
[Address. CITY, STATE, Zip]
[Contact]
[Email]
To
[The Recipient]
Dear Jeremy,
It has been brought to my attention that you have messed up the job that was assigned to you by your project head-on account of not following the job description.
Your negligence has cost the company a huge deal of reputation and because of it, the company’s integrity is at stake now. Instead of understanding the job details fully before plunging for a method to execute it, you ignored to even look at the specifications provided by the client.
[bookmark: _GoBack]Had you consulted your project manager or any relevant senior, the company would not have to be embarrassed seeing this day.
It is intimated to you that this careless action of yours will be brought to accountability by the board and you shall be penalized according to company policies.
You are also warned to not repeat the mistake or else you will be terminated without notice.
Sincerely,
XYZ,
HR
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