EMPLOYEE WARNING LETTER

Date: //2025
Location: ___________________
To,
Mr./Ms. ___________________________
Employee ID: _______________________
Designation: ________________________
Department: _________________________
[Company Name]
[Employee Address or Workplace Location]
Subject: Formal Warning for Misconduct / Performance Issue
Dear Mr./Ms. __________________________,
This letter serves as an official written warning concerning your [misconduct/performance issue/violation of policy], observed on or around [specific date(s)].
1. INCIDENT SUMMARY / NATURE OF CONCERN
It has been brought to the attention of the management that:
· [Describe the specific incident(s), behavior, or performance issue, e.g., unauthorized absence, repeated tardiness, failure to meet deadlines, violation of company policies, inappropriate conduct, etc.]
· The above constitutes a violation of [mention clause/policy] as per the company’s Employee Handbook or Code of Conduct.
Despite prior verbal warnings or discussions, we have not seen sufficient improvement in your behavior/performance.
2. COMPANY POLICY REFERENCE
Your actions are in violation of the following:
· [Policy Name/Clause] – [e.g., Attendance Policy, Code of Conduct, Confidentiality Clause, etc.]
We remind you that adherence to company rules and policies is mandatory for all employees.
3. REQUIRED CORRECTIVE ACTION
You are hereby instructed to:
· [Clearly mention expectations moving forward – improve punctuality, complete tasks by deadlines, behave respectfully, avoid repeated infractions, etc.]
Failure to show immediate and sustained improvement may result in further disciplinary action, up to and including suspension or termination of employment.
4. SUPPORT AND ASSISTANCE
If there are any underlying issues that you believe are impacting your performance, you are encouraged to discuss them with your reporting manager or the HR department. We are committed to supporting our employees and finding constructive resolutions where appropriate.
5. ACKNOWLEDGMENT
You are required to acknowledge receipt of this warning letter by signing below. Your acknowledgment does not necessarily indicate agreement but confirms that you have received and understood the contents of this letter.
Yours sincerely,
For [Company Name]
__________________________
[Manager/Supervisor Name]
Designation
[Contact Information]

