[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Email]
To
[Recipient Name]
Dear Robin,
This is Johnson, CEO of the company in which you are working currently as a customer service officer. The purpose why am I writing you this letter is your unprofessional behavior at the workplace in the form of gossiping with your fellow, Mr. Lee.  I want to remind you of the first day when you signed a contract with us. Clause 18 of that contract emphasizes not to gossip at the workplace. Breaching of this rule can make you liable to strict disciplinary action which further depends upon the severity.
Being the CEO of the company, I am having a strict eye on all its affairs regardless of their nature. One of my reliable resources reported to me that on the 13th of August 20XX, you were found gossiping with the above-mentioned fellow instead of listening and solving your customers’ complaints who were standing and waiting for their turn in a long queue. In official terms, this is what we call unprofessionalism and violation of workplace discipline. 
[bookmark: _GoBack]As a CSO, you are meant for the customers and must engage with your customers all the time. I had received some kind of complaints against you a couple of times before, but I ignored them completely.
You are supposed to consider this letter as a first and last warning letter. I want to clarify here that any further complaint against you can cause suspension or termination of your contract. By nature, you seem to be a good guy. So I advise you to improve your behavior and show your professionalism in the office environment.
Yours sincerely,
XYZ
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