WARNING:  FOR VIOLATING THE INSTRUCTIONS OF HIS SUPERIORS

To

……………………………..

……………………………..

It has been reported against you that on ___ at about ___ time due to your gross negligence ___ number of pieces were produced in a damaged condition. Despite repeated instructions by your superiors, you do not attend to your duties properly and efficiently leading to damaged production and your carelessness and negligence has resulted in loss of production by (herein give details, if available).


The management would have been justified in initiating disciplinary action against you for willful and persistent defiance of lawful instructions and gross negligence in performance of your duties however, you are hereby warned to be careful in future in attending to your duties efficiently, so that there should be no complaint against you. Please note that in future if you fail or neglect to exercise due caution and care and fail to be careful and diligent in performance of your duties, the management will have no option but to to take appropriate disciplinary action against you.

Authorised Signatory.

…………………….
