To,

Adam Smith

M-9, Ernst villa building

Los Angeles

March 17, 2017
Subject: Show Cause Notice for Unprofessional Behavior
In the last few weeks, I have been noticing some complaints regarding your rude behavior and negligent work ethics. Your project manager has reported some concerns over your rude behavior. You have not been able to meet your deadlines due to which your project manager had to speak to you. Rather than explaining him your reasons and apologizing, you behaved rudely and yelled at him. 
Speaking to anyone in this manner is not acceptable as you must follow the code of conduct set up by the company. We have already given you verbal warnings before as well but we do not see any improvement in your behavior. 
Your actions and behavior is against the company rules and shows your unprofessional behavior. You are required to explain all this situation as soon as possible. 

I am expecting you to abide by the rules and be a better person in the work place. 

Yours Faithfully,
[Steve]

wordexceltemplates.com


