To,
Mr. Ken Martin
Customer Sales Manager,
Mega Mart, Yorkshire
Dear Mr. Martin,
It is hereby stated to notify you about the fact that you have been awarded a negative grading on work performance. There has been seen and noticed acts of negligence under your supervision by your subordinate staff members on duty timings when they should be serving the customers at the mart.
You had been hired 6 months ago from now and you proved to be responsible and experienced sales representative manager.
For the last 2 months, it has been seen as a frequent activity that your staff is rarely on their fixed spots to assist customers, rather they gather at one corner, leaving the customers unattended and they eventually get themselves lost in the huge mart.
Also, despite the CCTV cameras fitted at each interval of the mart, certain shopliftings have also been reported that the young children do unintentionally and are later caught before they leave unpaid. This is a point of embarrassment not just for you or me, but on the whole, the reputation of the mart is getting negatively affected. This negligent attitude would not be spared now after issuing a couple of warnings. Mega Mart can simply never afford to dismantle its reputation among its customers who have made it to such heights of success.
Hence, the CEO of Mega Mart has decided to deduct the salaries of your team and your own salary for the next two months. This would expectedly improve the poor performance given by your subordinate team members. If the negligence continues, the authorities might not hesitate to fire the whole staff under you, including you. This is why you really need to pay full heed to your job performance and role play.
Yours sincerely,
Sally Parker
CEO, Mega Mart, Yorkshire.
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