Date:
Name of the recipient:
Address
Subject: Failure to communicate with customers at [X]
Mention recipient's name,
I am writing this letter to you regarding the unprofessional behavior that you have exhibited on 10th January 20XX. As you know, the company is going to launch its new line of products and I provided you with a list of top customers and clients to invite them to the launch event. Some of these people were also funding the major operations of the company. Mr. Johnson is one of them.
I instructed you to send an email to Mr. Johnson and invite him warmly. However, I came to know that you have failed to communicate with him. Mr. Johnson was not in the event, and this was the moment of sheer embarrassment for me.
Our company has gained a high level of reputation with the hard work of many years and now it seems to lose it due to the unprofessional behavior of an employee. Consider this letter as a warning from my side as you have been through the same situation a few months back also. In the future, if I found that you failed to communicate, I will terminate you from the job immediately.
I hope that this will not happen again.
Regards,
Signatures
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