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[Date]
To 

[Recipient Name]
[Title]
Dear [Recipient Name]:
I am writing this letter to warn you about your unprofessional behavior. You know how important it is for us to meet the deadlines for this project. You have been one of our best employees and that is the reason I choose you to work on this project. This can be a very big opportunity for you to grow but your unprofessional behavior can be very detrimental for you and this project. The deadlines of the project were discussed clearly in the last meeting and agreed upon by everyone including yourself. 

[bookmark: _GoBack]However, you did not meet the deadlines and we were not even informed regarding any delays. This unprofessional behavior is not acceptable. 

[Your Name]
[Title]

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