Name of the employee
Address of the address of the employee
Subject: Warning for using secular words
Dear Mr. Johansson,
I am writing you this letter as a warning because you have reportedly used some unpleasant and harsh words while being on duty. I have received various complaints against you and your language. You should know that such words can hurt the sentiments of many people which is completely condemnable. In so sensible society, these words are used.
I have been noticing that your performance has been on the wane for the last few months. You are showing very non-professional behavior which will never be acceptable at any cost. I am reiterating here that you are required to change your behavior. If you don’t change your attitude towards your work life and continue using bad words at the workplace, the company will have to take strict disciplinary actions against you such as terminating you from the job.
We continue to hope that you will not use such words again and you will also show good performance at the workplace. This warning will be attached to your file and will remain there until you seem to work on your character building.
In case of any query, feel free to contact.
Regards,
Name of the sender
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