[Company Name]
[Address]
[Contact]
[Website]
Date:
Subject: Warning letter for failing to keep records

Dear Franklin,
This warning letter is being written to you to bring into your attention that there are discrepancies found in your work as has been reported to me by your manager in his last meeting with me. The striking abnormality was that as an assistant, you have been completely failed to perform your duty perfectly. He told me that you are not keeping and maintaining an excellent record of important documents of the company which is considered to be your primary duty.
[bookmark: _GoBack]On a daily basis, our company has to do a lot of transactions and it is essential to keep their record as well. It could otherwise cause a heavy loss to the company. You have also been found to submit the assigned tasks after the deadlines which reflect in you an absolutely non-professional behavior which is not acceptable in this company.  
You must consider this letter as the final warning letter which does mean that after this, any further violation will force us to take severe disciplinary actions against you and you may lose your job depending upon the matter. We hope for a positive change in your attitude.
Yours sincerely,
[X.Y.Z.]

writeletter2.com


writeletter2.com


 


 


[Company Name]


 


[Address]


 


[Contact]


 


[Website]


 


Date:


 


Subject: Warning letter for failing to keep records


 


 


Dear Franklin,


 


This warning letter is being written to you to bring into your attention that there are discrepancies 


found in your work as has been reported to me by your manager in his last meeting with me.


 


The 


striking abnormality was that as an assistant, you have been completely failed to perform your duty 


perfectly. He told me that you are not keeping and maintaining an excellent record of important 


documents of the company which is considered to be your


 


primary duty.


 


On a daily basis, our company has to do a lot of transactions and it is essential to keep their record 


as well. It could otherwise cause a heavy loss to the company. You have also been found to submit 


the assigned tasks after the deadlines w


hich reflect in you an absolutely non


-


professional behavior 


which is not acceptable in this company. 


 


 


You must consider this letter as the final warning letter which does mean that after this, any further 


violation will force us to take severe disciplinar


y actions against you and you may lose your job 


depending upon the matter. We hope for a positive change in your attitude.


 


Yours sincerely,


 


[X.Y.Z.]


 


 




writeletter2.com     [Company Name]   [Address]   [Contact]   [Website]   Date:   Subject: Warning letter for failing to keep records     Dear Franklin,   This warning letter is being written to you to bring into your attention that there are discrepancies  found in your work as has been reported to me by your manager in his last meeting with me.   The  striking abnormality was that as an assistant, you have been completely failed to perform your duty  perfectly. He told me that you are not keeping and maintaining an excellent record of important  documents of the company which is considered to be your   primary duty.   On a daily basis, our company has to do a lot of transactions and it is essential to keep their record  as well. It could otherwise cause a heavy loss to the company. You have also been found to submit  the assigned tasks after the deadlines w hich reflect in you an absolutely non - professional behavior  which is not acceptable in this company.      You must consider this letter as the final warning letter which does mean that after this, any further  violation will force us to take severe disciplinar y actions against you and you may lose your job  depending upon the matter. We hope for a positive change in your attitude.   Yours sincerely,   [X.Y.Z.]    

