[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Address]
Subject: Report on unsatisfactory work performance
To
[The Recipient]
I am writing this email in order to inform you that your performance for the last two months is not up to the mark and as per the requirements of our company as it was reported to me by the chief manager yesterday. Your work has been found unsatisfactory, containing a lot of mistakes because you are not working professionally and diligently. Owing to your poor performance, the company had to bear losses.
Some organizational goals were communicated to you on the very first day when you joined this company. You had to design the strategies to fulfill these organizational goals and to boost up the company’s performance. But it is panic to see that nothing much has been observed. Neither you have been able to achieve the stated goals and objectives nor have you made any strategy to boost up the performance. It seems as if there exists a contrast between the skills we have advertised and those found in you. As a result, our overall performance is falling down day by day which is an alarming situation.
If you feel there was any ambiguity regarding your job duties, you must have approached and asked your seniors to know about your job content in a better way. It could have helped you to understand better how to continue with the work and complete it successfully. But you did not bother to get advice from anybody in the company.
I tend to inform you to be careful in the future. Your overall attitude towards the job is not good and you are being warned not to repeat such mistakes in the future. At the same time, you are also advised to get yourself acquainted with desired skills and for this purpose, you must ask your seniors. If we do not see a remarkable improvement in your performance within this month, we shall take no time to say you sorry. We are waiting to see a positive change in your performance.
Yours Sincerely,
[XYZ]
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