[Company Name]
[Address]
[Contact]
[Website]
Subject: Show cause for behavior and fight
Dear Michelle,
This letter is being issued to you after issuing a lot of verbal warnings from our side and in response to your inappropriate behavior which is being shown by you continuously. Yesterday, I received a complaint from your supervisor in which you have been accused of fighting with one of your colleagues and beating him ruthlessly, thereby causing him severe injuries. You have been given verbal warnings on similar kinds of occasions, but your behavior is revealing that you have not taken these warnings seriously.
You must be knowing that within the office premises, you are obligated to maintain a peaceful environment during working hours. It was being reported by your co-workers that you have forgotten your obligation and were polluting the calm environment of the office by means of your abusive language and therefore, I personally conducted three counseling sessions with you. Yesterday, the situation became worse than before when you crossed the limits again and caused turmoil in the office during lunch break.
All these things prove you an unprofessional and ill-mannered employee. Management of this company does not tolerate such behavior from any employee and in a meeting this morning, it was decided that you must be awarded a show-cause letter. 
You are therefore advised to meet me in the meeting hall at the company head office branch with your written explanatory answer reasoning why the company should not take any serious disciplinary action against you in response to your rude behavior. You are further informed that the answer must be provided within 24 hours of the issuance of this show cause letter. After this deadline, no excuse from your side will be entertained and you will have to face the consequences.
Yours sincerely,
XYZ
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