Misconduct Alert Notification

Date: [Insert Date]

To: [Employee's Name]

From: [Your Name]

Subject: Notification of Misconduct Issues

Dear [Employee's Name],

I am writing to formally address some concerns regarding your recent conduct in the workplace.
It has come to our attention that [briefly describe the specific misconduct issues, e.g.,
inappropriate behavior, violation of company policy, etc.].

This behavior is not in alignment with the values of our organization and can affect team morale
and productivity. We take these matters seriously and are committed to maintaining a
professional work environment.

We encourage you to reflect on your actions and understand the impact they have on your
colleagues and the company as a whole. We would like to discuss this matter in further detail
during a meeting scheduled for [insert date and time]. Please come prepared to talk about your

perspective on these issues.

Thank you for your attention to this matter. We look forward to resolving these concerns
together.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



