First Warning Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Today's Date]

[Employee's Name]

[Employee's Address]

[City, State, Zip Code]

Subject: First Warning Letter

Dear [Employee's Name],

| hope this letter finds you well. | am writing to address some concerns that have come to our
attention regarding your job performance and conduct at the workplace. As an organization, we
value the contributions of each employee, and it is essential that all team members maintain a high
standard of professionalism and dedication to their responsibilities.

The purpose of this letter is to issue you a First Warning due to the following issues:

1. **Attendance**: We have noticed that your attendance has been inconsistent recently. Punctuality
and regular attendance are crucial for the smooth functioning of our team and to meet our
organizational objectives.

2. **Quality of Work**: There have been instances where the quality of your work did not meet the
expected standards. It is essential to deliver outputs that are accurate, well-executed, and aligned
with our company's guidelines.

3. *Communication**: Effective communication is vital in a collaborative work environment. We
have received feedback from colleagues and supervisors about your need to improve in this area,

both in written and verbal communication.



4. **Adherence to Company Policies**: It has come to our attention that you have violated some of
our company policies. As an employee, it is crucial to comply with all policies and procedures to
maintain a positive work environment.

Please note that this warning is not a termination of your employment, but rather a formal notice to
address these concerns promptly. We believe in providing our employees with the opportunity to
improve their performance and conduct.

To rectify these issues, we expect the following actions from you:

1. *Improved Attendance**: Ensure punctuality and regular attendance. In case of any emergencies
or unforeseen circumstances, promptly inform your supervisor as per company protocol.

2. *Enhanced Work Quality**: Pay attention to the quality of your work and seek feedback from
your supervisor if necessary. Take the necessary steps to improve the accuracy and precision of
your deliverables.

3. **Effective Communication**: Work on improving your communication skills, both written and
verbal. Listen actively and express yourself clearly and professionally.

4. **Adherence to Company Policies**: Familiarize yourself with all company policies and adhere to
them strictly.

To support your improvement, we will schedule regular meetings with you to provide feedback and
assess your progress. Failure to demonstrate significant improvement within the specified timeframe
may result in further disciplinary action, up to and including termination of your employment.

Please sign and return a copy of this letter to indicate your understanding of its contents. You may
also use this opportunity to provide any additional information or concerns you may have.

We genuinely hope that this warning serves as a catalyst for positive change and that we can work
together to overcome these challenges. If you require any assistance or have any questions, do not
hesitate to reach out to your supervisor or the HR department.

Sincerely,

[Your Name]



[Your Job Title]
[Company Name]

| acknowledge receipt of this First Warning Letter:

[Employee's Signature] [Date]



