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[Your Name]
[Street Address] [City, ST ZIP Code]

[Date]
[Recipient Name]

Subject:  Warning for Insubordination
Dear Mr. /Miss [NAME HERE],
I have been reported that you have shouted at the supervisor when he instructed you to submit the project report within one day. When I asked you for your explanation, I came to know that you have admitted your mistake. 
[bookmark: _GoBack]I could have taken a serious action against you because of your insubordination. But our company's policy is to reform our employees and giving them more opportunities so that they can improve themselves in future and be careful in similar matters. You are being warned about this behavior.
Regards
____________________________

[NAME HERE]
[Title]
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