Formal Letter After Multiple Follow-Ups Ignored

Subject: Warning for Ignoring Multiple Follow-Ups

Dear [Employee Name],

This letter serves as an official warning regarding your failure to respond to multiple follow-up
communications concerning [specific matter]. Despite reminders on [list dates], we have not
received a response or acknowledgment from you.

Timely communication is an essential aspect of your responsibilities. Your continued lack of
response affects departmental coordination and workflow efficiency.

You are hereby advised to respond promptly to all communications and ensure this behavior does
not recur. Further incidents of this nature will lead to disciplinary review.

Sincerely,

[Your Name]

[Your Position]
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