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[Date]
To 

[Recipient Name]
[Title]
Dear [Recipient Name]:
This letter is a warning for your unprofessional behavior on the floor last week. You have a responsibility to maintain cordial relationships with your fellow workers. Misbehaving with them is never a solution to any problem. Should you have any issues with any of your colleagues, the best way is to refer them to your line manager and speak to him before taking the matter into your own hands. We would like to have a meeting with you in person to explain to you the code of conduct and disciplinary policies that we follow.
We expect an improved professional behavior from you in the future.
[Your Name]
[Title]
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[Company Name]
[Street Address] [City, ST ZIP Code]
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