


Date:
To
[The Recipient Name]
[Designation]
This letter serves as a written warning letter for you because of not responding to the emails you receive from the office. As per the policy of the company, every employee of the company is required to show compliance with the rules of the company. It has been stated in various meetings and you have been asked verbally many times to not ignore the official notice. However, it has been brought to my notice that you are still not paying heed to this message.
I expect you to not ignore emails from the company and respond to each and every email promptly. However, if you failed to do so, you will have to face serious consequences since not replying to emails shows how much you are interested in working with us.
In case you want to say anything regarding this matter, feel free to contact me.
Miss Sara.
[Designation]
[Company Name]
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