Date:
To
[The Recipient]
[Address]
Re. Notice on the Non-Compliance of the Orders Issued by Office Authorities
Dear [NAME],
On [DATE], it has been indicated to the Administration Office that you are not complying with the orders generated by various authorities. It has been taken to the understanding of administration that you do not intend or want to work on the given assignments. Disinterest and lack of focus in any one of the assignments can be attenuated and justified but expressing non-compliance to every single work given to you cannot be tolerated in case.
It has been stated in the submitted document that you were ordered to visit the site area of [NAME THE AREA] in the follow-up of the project [NAME]. The order was given to you on [DATE] but you did not show up on the site area on the given date. It is fiercely reported that you have not visited the site area to date. On another assignment, you were given the task to meet Mr. [NAME], the [POST] of the [COMPANY] for the final assessment of cost analysis for an urban policy project working on transportation and underpasses.
Such non-compliance to the orders issued by official authorities of the company is highly disregarded and cannot be put in a place. Therefore, you are requested to be advised otherwise strict actions can be taken against your non-compliant behavior that can lead to termination. Thank you.
[Your Name]
[Address]
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