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To: [Employee Name]
From: [Manager/Supervisor Name]
CC: [HR Representative Name], [Department Head (if applicable)]
Date: [Date]
Subject: Formal Written Warning
Dear [Employee Name],
This letter serves as a formal written warning regarding your [performance and/or conduct], specifically related to your violation of company policy and/or failure to meet expected job performance standards.
1. Specific Concern or Violation
On [Date(s)], you [Insert objective, factual description of the behavior, action, or incident]. This is considered a violation of [Specify the applicable company policy, code of conduct, or performance standard – include policy name or number if applicable].
2. Prior Discussions or Warnings
This matter was previously addressed with you on [Date(s)], during which you were provided with feedback and expectations for improvement. This conversation was documented as part of a coaching session or verbal warning.
3. Required Corrective Action
Effective immediately, you are expected to:
· [State the specific improvement or behavior change required]
· [Include a timeline, if applicable, for meeting expectations]
· [List any support or resources being offered, if relevant]
Your cooperation and commitment to improvement are expected moving forward.
4. Consequences of Continued Issues
Failure to demonstrate immediate and sustained improvement may result in additional disciplinary action, up to and including termination of employment.
A copy of this written warning will be placed in your official personnel file.
Please understand that this warning is issued in accordance with company policy and reflects the seriousness of the concern. We encourage you to use this opportunity to improve and welcome any questions or discussion you may have.
Manager/Supervisor Signature: _____________________________________________________
Date: ___________________________
Acknowledgment of Receipt
I acknowledge that I have received and reviewed a copy of this Written Warning. I understand that my signature below does not necessarily indicate agreement with its content.
Employee Signature: ____________________________________________________
Date: ___________________________
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