Date:
To
[The Recipient Name]
Dear Mr. Colbert Ray,
I am writing to inform you that we have been getting complaints regarding you using foul language at the workplace. Many of your co-workers have complained about you on separate occasions. We have been informed that you have had a violent altercation with one of your co-workers and used profanities against them.
The use of foul language and disruptive behavior goes against our company values. It is a violation of our company policy which requires you to be respectful and courteous towards your co-workers. Using foul language is serious misconduct that may lead to strict measures taken by the organization.
We are warning you to please make amends and to check your behavior, failure of which will lead to your temporary suspension or permanent termination from work.
If you are facing any difficulties regarding your work or have any issues with another employee, please feel free to contact HR. We are happy to help our employees anytime. We do not want the misconduct of employees to disrupt the work environment of the company or to result in any delays in meeting deadlines.
We expect that you will be careful with your language at the workplace from now on as this is your last warning.
Thank you for your cooperation.
Regards,
Alex Richards
Manager HR
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