[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Address]
Subject: Show cause for poor work performance
To
[The Recipient]
Yesterday, I was greatly shocked after reviewing your performance report submitted by your manager in which he has informed me that you are continuously showing poor performance for the last four months and have thus failed to maintain the quality standard which we usually expect from our employees.
He has observed that your performance has been unsatisfactory and you are behaving unprofessionally in terms of not completing the tasks on time, preparing faulty reports and due to this particular mistake of yours, the company lost many important projects and had to bear great losses on many occasions. Moreover, you have been reported to neglect your manager’s directions and act aggressively with your colleagues as well.
Mr. [X], the above-mentioned report is sufficient to prove you an unprofessional and I have got enough evidence to remove you from your job right now. Completing work on time without mistake and meeting the deadline is the quality trait that is found in a professional employee. Your poor performance is a clear indicator of the fact that you are devoid of this characteristic and that is why you have not been able to produce that quality in your work. You were also issued many warning letters, but you did not take any of it as serious and continued with your unprofessionalism. We usually do not tolerate such employees and terminate them immediately.
You are hereby directed to submit your answer in the form of a written explanation for your poor performance at the workplace. After considering your explanation, I will decide which kind of action should be taken against you to put you back on track. For this purpose, you have 48 hours. If you fail to explain, you will be at high risk of losing your job for not complying with directions.  
Yours sincerely,
[XYZ]
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