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 ask you why you have been not performing well at the workplace. Your supervisor has brought to my notice that you are negligent towards your work. You are not listening to the supervisor and the work you submit also has so many errors.
I have always seen you working hard, and I don’t expect you to behave like this. Therefore, I am still shocked to learn about your poor performance.
It is being reminded that you are obligated to follow the rules and principles of the organization you work for. When you don’t, you create problems for others and for yourself. The company cannot afford to bear such type of negligence on your end and therefore, you are being informed that if you don’t change your behavior, you will have to see serious steps taken against you
I hope that I will not receive another complaint against you, and that you will try to bring positive changes to your performance. If you want to say anything regarding the charges of negligence pinned against you, feel free to contact me.
[Your Name]
[Position]
[Department]
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