Follow-up on informal verbal warning

Subject: Follow-Up on Verbal Warning

Hi [Employee Name],

As discussed in our recent meeting, | wanted to follow up in writing about the verbal warning
regarding [specific issue]. Please treat this email as a confirmation of what was said and as a
reminder that improvement is expected.

We trust that you will make the necessary adjustments, and we look forward to seeing progress.
Thank you,

[Managera€™s Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/disciplinary-warning-letter-to-employee




