
Informal warning message

Subject: Reminder to Address Work Performance

Hi [Employee Name],

Weâ€™ve noticed some issues with your recent work performance. Please review the tasks

assigned and ensure they are completed according to the company standards.  

Letâ€™s schedule a meeting to discuss ways to support you in improving performance and avoiding

further warnings.

Best regards,

[Your Name]

[Position]

[Company Name]

Get more templates here: https://www.lettersandtemplates.com/letters/warning-letter


