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Date:

To [employee name]
Subject: Warning for Negligence in Duty
A warning letter becomes mandatory to be issued to an employee when things seem to be uncontrollable in its own way. Since we have tried all the other possible ways to bring you back on the track, but all went abortive. So, we decided to give you a final chance to prove your worth.
We have been receiving a lot of complaints against your careless attitude regarding your work site. It has been brought into the notice of authorities that you mostly reach late at the site-area assigned to you as a supervisor. If you will keep up with such a reckless attitude, how can we expect our workforces to be responsible & heedful for their work?
We never expected this level of insubordination & negligence from you especially, while assigning you task as a boss where you must supervise your underlings. We always believed in your capabilities & enthusiasm that is why the authorities have decided to give the last chance to mend your ways. In otherwise the company will be on right to take severe actions against you followed by termination of your post as a [POST] from that assigned area.
We hope that you will avail the ultimate fortuitous in the best possible way & won’t let us down one more time. Just give your best and try to prove that all our fears associated to you are baseless.
Sincerely,
[bookmark: _GoBack]Manager
Meezo Manzoor
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