
Informal Warning Letter Email

Subject: Friendly Reminder Regarding Work Behavior

Hi Tom,

I wanted to bring to your attention that we noticed a few issues regarding missed deadlines last

week. While this is not severe, itâ€™s important to improve on punctuality and task completion.

Please treat this email as a gentle reminder to maintain standards. Letâ€™s discuss any obstacles

you may be facing during our next team meeting.

Best,  

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/disciplinary-warning-letter


