Quick Internal Message About Team Communication

Subject: Please Stay Active in Team Communication Channels

Hi [Employee Name],

Wea€™ve noticed you havena€™t been responding to messages in our work group chat. Your
input is valuable, and your silence makes it difficult for the team to coordinate effectively.

Please check and respond to group messages regularly, especially during project hours. Consistent
communication keeps everyone aligned and helps us meet our deadlines.

Leta€™s get back on track with better engagement. Thank you!

Best,

[Your Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/warning-letter-to-employee-for-not-responding




