To,
Mr. XYZ,
[Department’s Name]
Subject: Warning letter for missing the company event.
Mr./Miss/Mrs. XYZ,
I hope this letter finds you in a good state of health. I am writing this letter for the purpose of making you realize how your absence from the company’s recent event has affected your reputation in the eyes of everyone at the office. I want to bring it to your notice that the event organizing committee along with other concerned individuals, has taken your absence from the event as your carelessness and indifference towards our important achievements that we all like to celebrate together as a family.
You have been reported to have no obvious reason behind skipping the evening’s affair and, at an instant or two, have been observed making fun of the event and its purpose. Your cold attitude has not only hurt the sentiments of those who have been working day and night for the past few months to make the event happen but has also caused a great uproar among the highest authority that is planning to punish anyone who gets caught doing the same next time.
[bookmark: _GoBack]I would, however, not like to hold grudges against you because of something that could have been your ignorance and an unintentional act. Nevertheless, I would like you to visit me during office hours and provide an honest explanation of your absence from the event.
I would really appreciate it if this letter is treated as a serious warning and I am never made to feel the need to write something like this again. I hope you will let the bygones be bygones and will ensure your full presence and active participation at all other events that our company holds in the future.
Regards,
XYZ
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