
Disciplinary Warning Letter To Employee

Subject: Disciplinary Warning Letter

Dear [Employee's Name],

I hope this letter finds you well. We are writing to inform you that we have noticed certain concerns

regarding your performance and conduct at work. As an employee of [Company Name], it is

important to adhere to our established policies and meet the expected standards of professionalism.

Therefore, we must address these issues promptly to ensure a harmonious work environment.

The following incidents have come to our attention:

1. [Describe the specific incident(s) in detail, including date(s) and time(s). Be objective and factual,

avoiding any personal opinions or assumptions.]

2. [Provide details of any previous verbal warnings or discussions, if applicable.]

3. [Clearly explain how the incidents mentioned above violate company policies or expectations.]

As an employee, it is essential that you understand the significance of adhering to our policies and

the impact your actions can have on the overall functioning of the company. We value our

employees and aim to provide a supportive work environment, which includes holding each

individual accountable for their behavior and performance.

Moving forward, we expect the following:

1. Compliance with company policies and guidelines at all times.

2. Improvement in your overall performance and conduct.

3. Regular attendance and punctuality.

4. Professionalism in your interactions with colleagues, supervisors, and clients.

5. Diligence in completing assigned tasks and meeting deadlines.

To support your improvement, we suggest the following steps:

1. Review the company policies, including the employee handbook, to ensure a clear understanding

of the expected behavior and performance standards.

2. Seek guidance from your supervisor or HR representative for any clarification or assistance



required.

3. Take proactive steps to address any skill gaps or areas of improvement through additional

training or professional development opportunities.

Please be aware that further disciplinary action, including suspension or termination, may be taken if

there is no notable improvement in your performance and conduct within the specified time frame.

We strongly encourage you to take this warning seriously and make the necessary changes to meet

our expectations. We believe in your potential and hope to see significant progress in the coming

weeks. If you have any questions or concerns, please do not hesitate to reach out to your supervisor

or the HR department.

We trust that you will treat this matter with the utmost seriousness and commitment. We look

forward to your cooperation and improvement.

Sincerely,

[Your Name]

[Your Position]

[Company Name]


