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Dear Recipient,
[bookmark: _GoBack]As is obvious from the title of this letter, you have come under scrutiny for your willful disobedience to the management. It is reported that you didn’t obey their standing order. Moreover, it has been clearly mentioned that you did it on purpose which is never ignorable. We always aim at providing a healthy and friendly atmosphere to our employees which does never mean that such ill-mannered approach would be entertained. 
According to the rules of the company, you deserve to be punished strictly but keeping in view your overall performance, the company issues you this warning letter as the first and the final warning for such unacceptable attitude in the house.
Hope you will mend your behavior to the best. 
Regards! 
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