[Company Name]
[Address, City, STATE, Zip]
Date:
Dear Employee, (Mention concerned employee’s name)
The Great Minds, (mention the company’s exact name)
I am writing this letter with much regret to draw your attention to an unfortunate affair observed at your end. Since you have been witnessed partaking in verbal abuse with your boss, it is now my professional duty to confront the subject matter providing you the relevant information about the protocols.
As you have been employed by The Great Minds for 2-years now, I am confident you are well-acquainted with the company policies regarding using abusive language, of any degree, to your colleagues and boss by now. According to the protocol, any employee slurring derogatory remarks, or using foul language within the professional premises will be subjected to stringent disciplinary measures and a frequency exhibition of a similar sort will lead to irreparable termination.
Given your previous clean ethical and work record, I have decided to forgive you this time as you will not be charged with anything under the company regulations for now. Nevertheless, I am also alarming you with a warning and reference for the future in this context. You will face strict corrective action should you repeat the same conduct.
The CEO expects you to align your demeanor with the company’s regulations. You shall keep on carrying out your professional duties like before and prove yourself of a well-deserved upgrade through your due diligence. 
Sincerely,
Mark Simba,
Director,
HR
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