To:
Harrison Ford
Project Manager
Purchasing.
From:
Tom Hanks
Head of the Department
Date: 18th May 20XX
Subject: Warning for sloppy and unorganized work
It has come to my attention that your approach towards your work is not serious. Surely you complete the task at hand, but you do it in an unprofessional and unorganized manner and because of this, the provided work is sloppy and messy. Due to this careless attitude, you tend to miss quite a few details.
On April 25th, you provided me with the XYZ file, and the dates mentioned on the file were incorrect, and because of this misconduct, we entered the wrong data in the records.
Also, 2 days ago, on 16th May, when you were called to the purchase department meeting, you refused to come because you were missing your laptop charger and it was not charged at the time.
This kind of misconducting behavior is not acceptable in our company and will not be tolerated.
I am warning you to manage your work in an organized way otherwise I will have to take serious action. You have been working for the company for the past 2 years and we value your efforts, but your behavior is affecting our relations.
In the future, I hope to see you behave and act as a professional. 
Tom Hanks
[Signature]
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