[Company Name]
[Address, City, STATE, Zip]
[Website]
[Contact]
To
[The Recipient]
I am Edward Leo the director manager of ABC Institute. This letter serves as a reprimand for not meet up the deadlines. The employees are appointed in our institute on the basis of their integrity and reliability to come up with expectations for office deadlines. Our organization stands in one of the best organizations in Hampshire and the race to move forward is creating competition in various renowned institutions and to move up with the pace we want that our employees should be arduous, adroit, potential, and competitive. You know the thing well that punctuality does not come simply by following office timings; it has to be practiced in all spheres. At the start, you performed exuberant performance but now you are coming up with our expectations.
I know this fact well that the condition of your job is tiring and tough and it also brings with a lot of stress and depression. There comes a time and situation when one does not bear the work pressure and it is quite understood able thing. To not meet the deadlines twice or thrice can be because of some personal problem but you are exceeding in number by not meeting the deadlines. This attitude of yours has affected not only the company’s progress but also has brought wreckage to employee’s lives. Your irresponsible and ruthless attitude has put a bad name on our organization’s esteem. 
I had been reporting many complaints against you regarding not fulfilling the other office duties. I had discussed this thing verbally with you and you had assured me that you will improve yourself. However, complaints reported against you recently are stating otherwise. 
You are an important part of our organization and we respect each of our employees and it would be very heartrending to terminate but, in the future,, if you do not meet the deadlines then we will terminate you immediately. I hope that you will take this warning seriously. 
Regards,
Edward Leo 
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