[Recipient Name]
[Date]
Page 2



[Date]
[Recipient Name] -optional

Subject:  Admonition for poor performance
Dear Mr. /Miss [NAME HERE],
This is to warn you regarding your poor work performance on the job. Your past three performance evaluations were unsatisfactory. Your supervisor has been continuously offering you support and assistance in completing assigned tasks; however, despite this, the work you submitted has required significant rework. Your latest performance evaluation revealed the following issues:
· Lack of attention and inability to follow instructions
· Remaining absent while at work (taking long breaks, chatting with others)
· [bookmark: _GoBack]Unreliable and irregular work performance
You must pay attention to work and try to minimize the issues raised by your supervisor. If you are facing stress or any other issues, we recommend you seek counsel.
Your performance will be evaluated again in six weeks. We hope to see improvement in your work performance.
Sincerely,

[NAME HERE]
[Title]
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