Formal Warning for Non-Responsiveness

Subject: Warning for Failure to Respond to Official Communication

Dear [Employee Name],

This letter serves as a formal warning regarding your consistent failure to respond to official
communications from your supervisor and management team. Despite multiple reminders through
email and internal channels, we have not received any response from you on key matters related to
your duties and deadlines.

Effective communication is a fundamental expectation of your role. Your lack of response has
delayed important processes and impacted team coordination. We expect immediate improvement
in your communication practices and responsiveness.

Please treat this as a written warning. Continued negligence in this regard may lead to disciplinary
action, including suspension or termination. Kindly acknowledge receipt of this letter and confirm
your commitment to improve communication standards moving forward.

Sincerely,

[Your Name]

[Your Position]
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