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Dear Recipient Name:
Excessive talking can have various disadvantages. It makes you appear as very show off and boosting your qualities. When we talk less, it makes people curious about our personality. But when we talk more, we lose respect in front of other people. 
Dear Dani,
Hope this finds you in the best of health.
We all are very fond of your personality and charm. Everyone loves talking to you and you seem to be the most favorite person in the department. Being friendly at work is nice, but being excessively talkative is not very good. It can have a devastating impact on your work as well as your colleagues.
Please take it as a polite warning to change your behavior and work on your talking habits.
With thanks,
Bolton
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