To,
[The Recipients]
Subject: Warning to employee for poor dressing and conduct
Dear Jackson,
You are directed to consider as a formal warning letter being issued to you as a response of a complaint against you by your supervisor who told in his last meeting with me that you are not complying with the company instructions regarding proper dress code. Additionally, he also complained to me about your bad behavior with colleagues. I have been compelled to write to you like this because he has warned you a lot of times verbally but all in vain.
Mr. Jackson, good behavior with fellows and proper dressing are signs of professional employees. Professionalism is something which I regret to say, found rarely around us. A fewer number of employees have been bestowed with this trait. 
[bookmark: _GoBack]The proper and clean dressing is a reflection of your professionalism in one way. It also reflects how clean is your personality is. On the other hand, good and polite behavior is an indication of morality. Surely, an employee should be rich in terms of good behavior coupled with a nice personality but sorry to say that both these traits are negligible in your case which is harmful both for the company and yourself.
You have been issued this warning letter only because you are new to this organization and I do not want to finish your career with our organization. Further, bring a positive change in your behavior so as to give others a good signal.
Yours sincerely,
[XYZ]
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