
Quick and Simple Reprimand Message

Subject: Immediate Attention Required â€“ Performance

Dear [Employee Name],

Your recent performance in [specific task] has been below expectations. Please take immediate

action to improve.

Thank you for your attention to this matter.

Regards,  

[Manager Name]  

[Title]  

[Organization]

Get more templates here: 

https://www.lettersandtemplates.com/letters/sample-reprimand-letter-for-poor-performance


