

To:
(Employee name) Srinivas Reddy
(Job Title) Project Associate
(Department) Marketing
 
From:
(Administrator or the Authority) Roland Dev
(Job Title) Department Head
 
Date: 28/07/10
 
Subject: Written Warning – Irregularity in Performance
 
This letter is intended to warn you for your irregular performance over the past 5 months. It has been assessed by the Human Resource department and the managing authorities that there has been a drastic declivity in the quantity and quality of your work. Your performance graph sheets for the past five months read that you have failed to continuously abide by the project guidelines and requirements. The graph also projects that you have not been able to meet your targets as well. 
You have been earlier warned for your absenteeism without prior notice, and the incorrect format in which the project file was submitted. The company have already been through scrutiny and substantial loss because of the frequent delays in the launch of the product and the continuous mistakes made by you in the project sheet. The management expects you to decide and give a satisfactory and genuine explanation for this kind of misconduct on your part.
 
Please be advised that further events of this nature are subject to strict disciplinary action and can even lead to your replacement from the project or even the termination of the company’s contract with you.
 
Roland Dev
 
(Signature)
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