[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Warning letter for not following the job description

Dear Justin,
[bookmark: _GoBack]It is not the first time when I received a complaint about you that you did not follow your job description. Your manager had complained to me a lot of times about your unprofessional behavior before. You know this fact very well that we are a sales company and you are working as a liaison officer here. This is clearly mentioned in your job description that it is your foremost duty to act as a bridge between the company and its potential clients. But last week, when you were directed to send all the clients an email, informing them about new rates of various products owing to several reasons, it was revealed that you were failed to inform them all due to which company had to face losses.
As reflected by you, it has been clearly indicated that you have not only tried to worsen our bonds with our potential clients but also failed to follow your job descriptions which were provided to you at the time of signing the contract with us. In business terms, this is called as sheer negligence and you have been accused of it. No company can bear such kind of behavior from its employees. You are a young, energetic guy then why don’t you show responsibility and attachment to your work?
For the next time, this kind of attitude will not be acceptable at all but for this time, I am issuing you a warning letter considering the fact that you are at the start of your career and can improve yourself. But at the same time, I want to make it clear that further violation of your job description can cause serious problems for you.
Yours sincerely,
[XYZ]
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