Final Warning Letter for Policy Violation

Subject: Final Warning Regarding Policy Violation

Dear [Employee Name],

Despite prior discussions and a first warning issued on [date], you have again violated company
policies, specifically [describe policy violation]. This is your final warning.

You are required to comply with all company policies immediately. Continued non-compliance may
result in termination of employment. Please acknowledge receipt of this letter and take corrective
measures without delay.

Sincerely,

[Your Name]

[Position]
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