[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Warning letter for not following the job description
Dear Kerry,
You are receiving this warning letter because yesterday, higher management was informed about your negligence in terms of not following the job description through a letter by your manager. It was told by him that you do not follow the specific procedures developed in order to completion of each task. You go in your own way rather. Mr. Kerry! putting the company policies aside and developing your own ones is not considered as a good practice at all. Every employee is bound to follow the specific instructions provided by the company. 
In order to make us better understand their job duties, we have developed our own procedures for each function which has to be performed within the office. The same has also been provided to each employee in the form of the job description and these are meant to be followed. Your continuous negligence and noncompliance show that you are challenging our superiority by not following your job description which is not acceptable at this level.
You are having a good record with us and have put your efforts in the progress of this company, but your approach seems somewhat negative. We advise you to make improvements in yourself and warn you at the same time for showing such negligence.
Yours sincerely,
[XYZ]
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