
Admission Letter for Lapses in Professional 

Conduct 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to formally address certain lapses in professional conduct that have been 

observed in your recent activities with [Organization/Company Name]. After a thorough review 

of the circumstances, we have concluded that there have been several instances that fall short of 

our expected standards. 

The specific concerns raised include: 

• [Detail specific lapse #1] 

• [Detail specific lapse #2] 

• [Detail specific lapse #3] 

We take these matters seriously, and it is imperative that we work together to ensure that these 

issues are resolved. We believe in your potential and wish to assist you in addressing these lapses 

effectively. 

We would like to schedule a meeting to discuss these concerns in detail and explore a path 

forward. Please contact us at your earliest convenience to arrange a suitable time. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization/Company Name] 

[Contact Information] 


