
Warning Letter To Employee For Not Responding

[Your Name]

[Your Title/Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

[Date]

[Employee's Name]

[Employee's Position]

[Department/Area]

[Company Address]

[City, State, Zip Code]

Subject: Warning Letter for Failure to Respond to Communication

Dear [Employee's Name],

I hope this letter finds you well. I am writing to address a concerning matter regarding your

responsiveness to communication within the company. As you are aware, effective communication

is essential for the smooth functioning of any organization, and it is crucial for all employees to

promptly respond to emails, calls, and other forms of communication from colleagues, supervisors,

or management.

Regrettably, it has come to my attention that you have not been responding to important

communications within a reasonable time frame. This lack of response can have serious

implications for the workflow, productivity, and overall performance of the team and the company.

Examples of instances where your lack of response has been observed include:

[Here, mention specific instances where the employee failed to respond to important

communications, if possible.]

This behavior is not aligned with our company's values and expectations. It is imperative for all



employees to demonstrate professionalism and accountability by promptly attending to their

communications, both internally and externally.

As a responsible employer, we expect our employees to uphold a high standard of communication

etiquette. Your failure to respond timely reflects poorly on your commitment to your role and your

colleagues. It also disrupts the efficient functioning of the team and undermines the trust that others

place in your ability to deliver on your responsibilities.

In light of the above, this letter serves as a formal warning. We expect immediate improvement in

your responsiveness to all communication going forward. Failure to do so may lead to further

disciplinary action, up to and including termination of your employment with the company.

To prevent any future miscommunication or confusion, please ensure that you do the following:

1. Check your email regularly and respond to important messages promptly.

2. Keep your phone accessible and respond to calls or messages from colleagues or management

in a timely manner.

3. Communicate proactively if you anticipate any challenges in responding promptly.

I would like to reiterate that we value your contribution to the company and hope that this warning

will serve as a wake-up call for you to address this issue promptly. Should you have any concerns or

difficulties that may be affecting your ability to respond to communication, I encourage you to

discuss them with your immediate supervisor or the HR department.

Please sign below to acknowledge that you have received this warning letter and understand the

importance of improving your responsiveness.

------------------------

[Employee's Signature]

Date: [Date of Signing]

Please be advised that a copy of this warning letter will be placed in your personnel file for future

reference.

We trust that you will take this matter seriously and work towards improving your communication



habits. Your cooperation in this regard is expected.

Sincerely,

[Your Name]

[Your Title/Position]

[Company Name]


