[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Address]
Subject: Report on unsatisfactory work performance
To
[The Recipient]
I am writing this email after reviewing your performance and want to inform you that your work has been found unsatisfactory since you have yet not been able to work up to the mark and as desired by this company. Six months back, when you were hired, we were hopeful that you would help us and take our company out of all crises. But, sorry to say, no improvement has been observed in this regard which is not acceptable.
Being a consultant, you were supposed to handle business projects as assigned by our customers and to complete them on time. In addition, you were also given the task to improve the company sales and to take it up to an optimum level, streamline the management, and to design those kinds of proven strategies that would help in enhancing the overall performance of the company and increase the efficiency of our business. But it is painful to observe that no improvement in the said areas has been observed and the company’s business is falling at a great pace which is an alarming situation.
The management has taken serious notice of the situation and directed me to inform you through this email that we do not want such kind of work from your side. You are being given 15 days to show improvement in said areas. If you fail to achieve the desired goals, your services will no more be needed, and we shall be forced to hire any other consultant. So, you are advised to show improvement in terms of your better performance.
Yours sincerely,
[XYZ]
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