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[Your Name]
[Company Name]

[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
[bookmark: _GoBack]It has come to my attention that your behavior toward certain team members has been inappropriate. Earlier several complaints had been received about you using abusive language during discussions. You were initially reprimanded orally and then given a written warning after repeated complaints. However, the latest misconduct in which you used personal insults and yelled at a co-worker is serious. It was witnessed by several others in the corridor as well. This kind of behavior will not be tolerated in our organization. Our organizational culture places high importance on respect and kindness.
We will be taking disciplinary action against you, and an ethics committee has been formed to investigate this matter. Your presence is requested in the HR department at 10:30 am on May 17, 20xx. The committee will listen to your case and decide a penalty. A copy of this letter and all further proceedings will go in your file.
 
Sincerely,
[Your Name]
[Title]

wordexceltemplates.com

