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Your Name
[Street Address] [City, ST ZIP Code]

[Date]
[Recipient Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
We hope that you are doing well in your job.
In the recent meeting with your line manager, I got to receive a few complaints against you. This was really shocking to me as you are one of the best employees that I know. However, I was very disappointed to find that you have been misbehaving with your colleagues.
I can understand that you might be having a lot of workloads these days which can result in mood swings. But whatever the case, you must maintain the office discipline and decorum. I will be more than happy to discuss things out with you in case of any issues.
Please take this as the first warning and we will be looking forward to you to improve your behavior.
With Thanks
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