[Company Name]
[Street Address] [City, ST ZIP Code] [phone number] [email]

[Date]
[Recipient Name]
[Title]

Dear [Recipient Name]:
This letter serves as a notice to inform you that the company's management has decided to suspend you for a period of one week.
This decision is based on the meeting held between you and the managing authority yesterday regarding your utter negligence towards the assigned deadlines.
As highlighted in the meeting, you have continued to overlook the deadlines set by your supervisor for various tasks and projects.
[bookmark: _GoBack]According to the organization's work rules, this type of attitude is regarded as insubordination as well as your lack of diligence and efficiency. You have paid no heed to your supervisor’s repeated warnings regarding this matter.
The company does not allow employees to work at their own pace. Instead, every worker is supposed to complete his/her assignments and projects within the time frame assigned by his/her supervisor. However, you have failed to follow this fundamental work code. It is for this reason that the managing authority has issued your suspension orders.
This step has been taken to bring your attention towards the importance of following your supervisor's instructions. You must never show a nonchalant attitude towards the fixed deadlines.
You have been issued verbal as well as written warnings regarding this matter earlier on various occasions. However, your attitude has remained the same. It must be brought to your notice that this suspension should not be taken casually by you. Upon returning to the office after one week, your work and behavior will be under strict observation. Future insubordination towards your supervisor will not be tolerated. Therefore, you must follow the assigned deadlines in future or else face termination. No further warnings will be issued to you.
Sincerely, 
[Your Name]
[Title]
doxhub.org


doxhub.org


 


 


[Company Name]


 


[Street Address]


 


[City, ST ZIP Code]


 


[phone number]


 


[email]


 


 


[Date]


 


[Recipient Name]


 


[Title]


 


 


Dear 


[Recipient Name]


:


 


This letter serves as a notice to inform you that the company's management has decided to 


suspend you for a period of one week.


 


This decision is


 


based on the meeting held between you and the managing authority yesterday 


regarding your utter negligence towards the assigned deadlines.


 


As highlighted in the meeting, you have continued to overlook the deadlines set by your 


supervisor for various tasks


 


and projects.


 


According to the organization's work rules, this type of attitude is regarded as insubordination as 


well as your lack of diligence and efficiency. You have paid no heed to your supervisor’s repeated 


warnings regarding this matter.


 


The compan


y does not allow employees to work at their own pace. Instead, every worker is 


supposed to complete his/her assignments and projects within the time frame assigned by his/her 


supervisor. However, you have failed to follow this fundamental work code. It is 


for this reason 


that the managing authority has issued your suspension orders.


 


This step has been taken to bring your attention towards the importance of following your 


supervisor's instructions. You must never show a nonchalant attitude towards the fixed 


deadlines.


 


You have been issued verbal as well as written warnings regarding this matter earlier on various 


occasions. However, your attitude has remained the same. It must be brought to your notice that 


this suspension should not be taken casually by you.


 


Upon returning to the office after one week, 


your work and behavior will be under strict observation. Future insubordination towards your 


supervisor will not be tolerated. Therefore, you must follow the assigned deadlines in future or 


else face terminatio


n. No further warnings will be issued to you.


 


Sincerely,


 


 


[Your Name]


 


[Title]


 




doxhub.org     [Company Name]   [Street Address]   [City, ST ZIP Code]   [phone number]   [email]     [Date]   [Recipient Name]   [Title]     Dear  [Recipient Name] :   This letter serves as a notice to inform you that the company's management has decided to  suspend you for a period of one week.   This decision is   based on the meeting held between you and the managing authority yesterday  regarding your utter negligence towards the assigned deadlines.   As highlighted in the meeting, you have continued to overlook the deadlines set by your  supervisor for various tasks   and projects.   According to the organization's work rules, this type of attitude is regarded as insubordination as  well as your lack of diligence and efficiency. You have paid no heed to your supervisor’s repeated  warnings regarding this matter.   The compan y does not allow employees to work at their own pace. Instead, every worker is  supposed to complete his/her assignments and projects within the time frame assigned by his/her  supervisor. However, you have failed to follow this fundamental work code. It is  for this reason  that the managing authority has issued your suspension orders.   This step has been taken to bring your attention towards the importance of following your  supervisor's instructions. You must never show a nonchalant attitude towards the fixed  deadlines.   You have been issued verbal as well as written warnings regarding this matter earlier on various  occasions. However, your attitude has remained the same. It must be brought to your notice that  this suspension should not be taken casually by you.   Upon returning to the office after one week,  your work and behavior will be under strict observation. Future insubordination towards your  supervisor will not be tolerated. Therefore, you must follow the assigned deadlines in future or  else face terminatio n. No further warnings will be issued to you.   Sincerely,     [Your Name]   [Title]  

