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To 

[Recipient Name]
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[bookmark: _GoBack]Dear [Recipient Name]:
I am writing this letter due to your poor performance and the negligent mistakes that you have been making lately. You were one of the best employees in our company but for the last few weeks, your performance has been deteriorating. Due diligence is one of the most important prerequisites of this job. Your negligent mistakes have cost us a lot in terms of the loss that we made and the rework we had to do to fix the mistakes. We arranged various training for you to cover for any skills that you lacked.
Please take this letter as the last warning and work to improve your weaknesses.
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