Date:
To
[The Recipient]
[Designation]
[Department]
RE: Query for misconduct
This matter is of acute concern that I have heard of your involvement in disrupting the workplace’s environment. The same complaints have been also reported against you by your colleagues in the past but you were giving verbal warning each time. This letter serves as a serious warning issued against you. You behaved unprofessionally with Mr. Ralph, co-supervisor of the organization. 
He was on his regular visit on 13th March and upon asking your project details you started talking rudely with him and abused him. I was not expecting the same from you. It clearly indicates that the counseling given to you has not affected you at all. 
Now I am warning you for the last time to bring improvement in yourself and behave professionally. If I receive any further report of misconduct against you then I will forward this matter to higher authorities and without given any warning you will be terminated permanently. I hope that you will rectify your fallibilities and behave ethically hereafter.
[Your Name]
[Designation]
[Company Name]
Ref: [X]
writeletter2.com


w


riteletter2


.com


 


 


Date:


 


To


 


[The Recipient]


 


[Designation]


 


[Department]


 


RE: 


Query for misconduct


 


This matter is of acute concern that I have heard of your involvement in disrupting the 


workplace’s environment. The same complaints have been also reported against you by your 


colleagues in the past but you were giving verbal warning each time. This lette


r serves as a serious 


warning issued against you. You behaved unprofessionally with Mr. Ralph, co


-


supervisor of the 


organization. 


 


He was on his regular visit on 13


th


 


March and upon asking your project details you started talking 


rudely with him and abused


 


him. I was not expecting the same from you. It clearly indicates that 


the counseling given to you has not affected you at all. 


 


Now I am warning you for the last time to bring improvement in yourself and behave 


professionally. If I receive any further rep


ort of misconduct against you then I will forward this 


matter to higher authorities and without given any warning you will be terminated permanently. 


I hope that you will rectify your fallibilities and behave ethically hereafter.


 


[Your Name]


 


[Designation]


 


[Company Name]


 


Ref: [X]


 




w riteletter2 .com     Date:   To   [The Recipient]   [Designation]   [Department]   RE:  Query for misconduct   This matter is of acute concern that I have heard of your involvement in disrupting the  workplace’s environment. The same complaints have been also reported against you by your  colleagues in the past but you were giving verbal warning each time. This lette r serves as a serious  warning issued against you. You behaved unprofessionally with Mr. Ralph, co - supervisor of the  organization.    He was on his regular visit on 13 th   March and upon asking your project details you started talking  rudely with him and abused   him. I was not expecting the same from you. It clearly indicates that  the counseling given to you has not affected you at all.    Now I am warning you for the last time to bring improvement in yourself and behave  professionally. If I receive any further rep ort of misconduct against you then I will forward this  matter to higher authorities and without given any warning you will be terminated permanently.  I hope that you will rectify your fallibilities and behave ethically hereafter.   [Your Name]   [Designation]   [Company Name]   Ref: [X]  

