 [  your name]





 [  address ]



  


  [  contact numbers ]




       [ date]

Your ref.:

Our ref.:

[  name and title of recipient ]

[  recipient’s address ]

Dear [ name ],


Re:  Warning about your dismissal

This is to inform you officially that the Administration Department has been very disappointed by your consistent late arrival in the morning [ other bad qualities can be mentioned ].

Our disappointment is due to the fact that you have gone against all good verbal advice and that the situation has even worsened. This letter is to warn you for the last time, unless you correct this conduct we will be forces to take serious action.

I sincerely hope that you would take this warning into account. 

Yours truly,

[ your signature]

[ your name]

[ your title]

