[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Re. Poor Performance shown during [X] 
Dear Mr. Edward,
The purpose of writing this letter is to call in attention the bad execution of the sales department along with you being the manager of the sales department. As per the estimation of the last three months' performance, there is an inconsistency of 56% actual sale and cut-rate. The reason for all this is your negligence towards work and you wholly are responsible for this. The company is already suffering a lot due to the pandemic and its profits have lessened as well.
You have been working in the company for the last seven years and you have performed exuberantly in these years. And now the day you have promoted to sales manager rank, your performance is getting down and down and it’s affecting the whole department. This thing puts us in doubt about your administrative ability. If the same continues then it can have drastic results on the company as well as your termination from the job. I hope that you will start improving yourself by taking this warning seriously. 
Sincerely,
[Your Name]
[Designation]
Signature
Sidney Karen
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