Suspension Letter Due to Failure to Meet Sales Quotas
[Your Name]
HR Officer
[Your Email]
[Date]
[Employee Name]
Sales Representative
[Date]
To [Employee Name],
Due to falling short of your sales quotas for three consecutive months, your position as Sales Representative is suspended effective immediately. This underperformance has put real pressure on our company's financial results and our ability to hit our targets.
During your suspension, you'll be required to:
1. Schedule time with management to discuss how they can support you in improving your sales.
1. Keep management updated on your progress.
1. Continue to receive a reduced salary during this period.
Our goal with this suspension is to work through your performance issues and support the company's long-term stability. We'd ask that you take this seriously and use this time to reflect on your performance and think through how to improve it.
For any questions, feel free to reach out to me or another member of management.
Sincerely,
HR
