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Dear Recipient Name:
I have just received a letter informing me that there will be a salary deduction for me this month. The reason stated in the letter is "misconduct with my supervisor". With due respect, I had already apologized to Mr. XYZ for the unpleasant incident. I took full responsibility for my misbehavior and provided the assurance that this would never happen in the future. 
I am a little taken aback by the information about the disciplinary action being taken against me. According to our office policy, there is always an official written warning for an employee before such actions are taken. However, I have not received any such warning. 
Kindly re-evaluate my case. I shall be grateful to you.
[bookmark: _GoBack]Sincerely,
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Title
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