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Dear Recipient Name:
We have been receiving several complaints against you Mr. Fred by your supervisor. It was said that you smoke during office hours. You know such practices are not acceptable. There are certain rules and regulations which every employee must abide by.
Smoking in the office is not permissible. You have been warned verbally by your supervisor to stop smoking in the office, but it seems you are reluctant to co-operate. Through this letter, we intend to give you a written warning to stop smoking in the office or else strict action will be taken against in this regard. Hoping for a positive change.
[bookmark: _GoBack]Sincerely,
Your Name
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