 [  your name]





 [  address ]



  


  [  contact numbers ]




       [ date]

Your ref.:

Our ref.:

[  name and title of recipient ]

[  recipient’s address ]

Dear [ name ],


Re:  Warning about your poor job performance

It has come to my attention via your supervisor that the tasks you have been performing in recent projects are not up to our companies required standards.

There may be reasons for this that we are not as of yet clear on. In fact, we welcome you to discuss your difficulties concerning the handling of the above mentioned projects.

I would be pleased if you could come in to my office at [ time ] on [ date ]. 

Yours truly,

[ your signature]

[ your name]

[ your title]

