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Dear Roger James,
I am writing this letter to request you to take disciplinary action against Ms. Sarah William, Supervisor Sales Team.
Ms. Sarah had a baby last year and was on maternity leave for three months. Since after she had come back, her performance has continuously declined. She was a star in my department and has received many awards for good performance from our company as well, which is why I was being understood and giving her time to adjust to her new routine with the baby. But her excuses have become never-ending and the performance of the department has suffered. 
As a manager, I have given her enough time to show the results, which she has failed to. Now, I want to request the HR department to take disciplinary action against her, whatever action you deem to be appropriate in this scenario.
Let me know if you need any more details or documents. 
Regards,
John Steven.
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