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Date:

To [employee name]
Subject: Warning for Negligence in Duty
Dear John, you have been working with us since last two years & during that span, you have stayed a very positive & hard-working member of our team. It is very difficult for me to write you a warning letter, but it has become necessary as the things are going in a very wrong direction.
We have observed that your interest level in your work has lessened to every possible extent. You are not vigilant anymore in meetings & submission of projects on appointed time. We recently promoted you in the list of supervisors but now it seems that the decision was not up to the mark.
[bookmark: _GoBack]We are sorry to inform you that due to the negligence you showed in your performance, the company has decided to demote you to your previous position for a span of two weeks as a chastisement. We could have made it permanent, but we want to work with you & consequently, you are provided with another chance to make an enthusiastic comeback by leaving behind whatever you are suffering from in your personal life.
Hopefully, you will benefit from the chance & start working the way you have ever done. In another case, the company can dismiss you from your post or quite possibly from your job as well since it is the integrity of our company that matters us the most.   
Sincerely,
Manager
Meezo Manzoor
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