
Serious Verbal Warning

Subject: Verbal Warning Notice

Dear [Employee Name],

During the review on [Date], we discussed performance and behavior concerns, particularly

[describe issues]. This verbal warning serves as an official notice that any recurrence will lead to

further disciplinary action, including written warnings or suspension.

Please acknowledge this warning and take immediate steps to rectify the concerns discussed.

Regards,

[Manager Name]

[Position]

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


