[Company Name]
[Address]
[Contact]
[Website]
Date:
RE: Warning for not following instructions
Dear [Employee's name],
[bookmark: _GoBack]This letter is intended to inform you about your violation of not wearing the company's designated safety shoes, even after several verbal warnings given by your supervisors. You somehow managed to wear the shoes for one or two days but then again shifted to your informal attire selection.
You must keep in mind the company's rules and regulations because the management will not cater to any misconduct like this again. If we observe you wearing non-safety shoes in the working hours, then the Human Resource Department will be forced to form an inquiry against you. It will further lead to your reduction in salary and a demotion in the worst case. Thus, we believe to see a positive change in your work decency from now on.
Thank you for your consideration in this matter. We will be waiting for an explanation letter in this regard within 48 hours' notice.
Yours Sincerely.
[Your Name]
[Designation]
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