Date:
To:
Name of the employee:
Designation in the company:
Name of the company:
Subject: Query letter on carelessness
Dear Mr. James,
I am writing this letter to know out the underlying reason for the negligence you have been demonstrating at your workplace for the last 2 weeks. I and my team want to know what led you to behave like this
I have come to know from the manager that you are not in the proper working position and come to your desk at the workplace. You are also not submitting the assigned work on time and have missed many deadlines. Your behavior is completely against the policies of the company. 
I am very upset to see this performance of yours and therefore, I am writing you this query letter.
As per the policy of the company, it is mandatory for everyone including you to come to the office on time. Moreover, submitting the assigned work on time is also a compulsion as the delay often leads to the late delivery of the project. The company loses its credibility and integrity because of its employees who don't perform their duties well.
I am hopeful that from now on, you will work with diligence and try not to violate the regulations of the company. If you have any queries regarding this letter, you can contact me.
[Your Name]
[Position]
[Department]
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