[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[The Recipient]
Subject: Warning for failure to communicate with [ABC]
Dear Robert,
This letter is being issued to you in response to your sheer negligence at the workplace on the 15th of August, 20XX in which you were failed to communicate with the customer at a specified time and thereby causing harm to our repute. It was reported to us by Mr. Spencer that he came to visit our office to find a solution to a problem he was facing with [state problem]. You attended and advised him to go back home because you were supposed to call and suggest him with a solution to his problem. Four days have been passed and you did not call him till now.
Remember Mr. Robert! You are working here as a customer service agent. Your primary duty is to communicate with customers to solve their problems and you are paid for this particular purpose. Our customers mean a lot to us and we cannot tolerate this kind of unprofessionalism with them by any employee of the company.
Since you are a hardworking person by nature, and we did not receive any complaint about you before this. Therefore, considering it as your first mistake, you are being issued with this formal warning letter. Keep in mind at the same time that your further mistake of this kind will be dealt away strictly, and it may be in the form of initiation of strict disciplinary action against your act.
I hope you understand the nature of the matter and will make a positive change in your attitude.
Yours sincerely,
[XYZ.]
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