Date:
To
[The Recipient]
[Designation]
[Department]
RE: Query for misconduct
The management has reported this matter to me that yesterday at 1:30 pm you were asked to visit the production unit by Mr. Steward. Instead of coming up to his orders you denied his instructions and gave way to squabble and clamored at him. You yourself have admitted this misbehavior. Drastic and stern action could be taken against you for delinquency but your previous employee’s record the management has agreed upon to give you a second chance to ameliorate you. 
I hope that in the future you will listen to your manager’s instructions and will not repeat this act again. Kindly take this warning seriously otherwise stern actions will be implemented against you.
[Your Name]
[Designation]
[Company Name]
Ref: [X]
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