
Disciplinary Action Letter

Subject: Disciplinary Action Letter

Dear [Employee's Name],

I am writing this letter to inform you that disciplinary action is being taken against you due to [specify

the reason for the disciplinary action, such as poor performance, misconduct, violation of company

policies, or any other relevant issue]. This action is being taken after careful consideration of the

facts and circumstances surrounding the incident.

Detailed below are the specifics of the disciplinary action:

1. Description of Incident: Provide a clear and concise description of the incident or behavior that led

to the disciplinary action. Include relevant dates, times, and any supporting evidence if applicable.

2. Explanation of Policy Violation: Clearly state which company policy, procedure, or code of

conduct was violated and how the employee's actions were inconsistent with these guidelines.

3. Consequences: Clearly outline the consequences resulting from the disciplinary action. This may

include a verbal warning, a written warning, suspension, probation, demotion, or termination of

employment, depending on the severity of the situation. Specify any additional actions or measures

that the employee is expected to take, such as attending training programs or meetings.

4. Improvement Plan: If applicable, provide a specific plan for improvement that the employee is

expected to follow. Include measurable goals, timelines, and any necessary support or resources

that will be provided to assist the employee in meeting these expectations.

5. Review Process: Outline the process for reviewing the employee's progress and the timeframe for

reevaluation, if applicable.

Please note that this disciplinary action is not intended to be punitive but rather to address the

concerns identified and help you improve your performance/behavior. We believe in your potential

and hope that this action will serve as an opportunity for growth and development.

It is important for you to understand that future instances of similar behavior may result in more

severe disciplinary measures, up to and including termination of your employment.



We encourage you to take this disciplinary action seriously and reflect on the incident, making a

sincere effort to rectify the situation and align your actions with the expectations of our organization.

If you have any questions or concerns regarding this matter, please feel free to contact me or [name

of the relevant HR representative] to discuss it further.

Sincerely,

[Your Name]

[Your Position/Title]

[Company/Organization Name]


