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[Your Name]

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

[Date]
Subject: Warning for not following procedures– [Optional]
Hi Sian,
Hope you’re having a productive week at work.
[bookmark: _GoBack]I still remember interviewing you for the position of a designer in our warehouse. You have worked hard to build this team and take the company forward. I am a great fan of yours and your work.
But in the last month’s review, I have come across the fact that you are not following the work procedures very well. I was very disappointed to notice this. As you have been one of the best employees we had, I would like to warn you to change your behavior and abide by any rules set by the company. You can always feel free to discuss any issues with me should you want.
Looking forward to seeing this improvement in you.
With Thanks
Sophie
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