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Failure to Perform Job Duties Letter to Employee
To,
Mr. Fredrick Dawn
Chief Executive Officer
Bells Wedding Planners
Nottingham, UK
Date:
SUBJECT: Failure to perform [X] on [X]
For the past few weeks, I have been noticing there is a decline in your performance. Your work quality is not as per the standard set by the organization. My manager has also confirmed what I have been noticing. There are many such projects in which you are lagging because of slow work progress and your teammates are also complaining about it.
In the light of the issues the company has been seeing with your performance, we have decided to take this matter to a next level and talk to you about it. I think that I am left with no other choice other than to issue you a written warning.
The company expects you to improve your performance at work and prove that you are an asset to the company. I hope that in response to this letter, you will improve your productivity.  If you want to discuss this matter in more detail, feel free to contact me.
Regards,
Name of the sender
Signatures
____________________
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