[Company Name]
[Address. CITY, STATE, Zip]
[Contact]
[Email]
To
[The Recipient]
Dear Angelina,
[bookmark: _GoBack]It is hereby intimated to you that I, as your department head, am quite disappointed in you for not sticking to your role. It has been brought to my attention that you are continuously ignoring your professional role assigned to you on your employment. Your careless professional manners are hurting the business endangering the company's reputation in the marketplace.
You have been warned verbally and given incentives on multiple occasions to change your behavior and move forward but it seems like you are unwilling to grow in your career. On the contrary, your heedless attitude proves otherwise.
Please take this letter as your last chance to reevaluate your actions and show promising performance or your contract shall be terminated.
Sincerely,
XYZ
Department Head
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