
Heartfelt Verbal Warning

Subject: Important Conversation About Workplace Behavior

Hi [Employee Name],

I wanted to personally touch base regarding our recent discussion on [specific issue]. Your

contribution to the team is valued, but certain behaviors need to be adjusted to maintain harmony

and productivity.

I trust you will take this to heart and make the necessary changes.

Warm regards,

[Manager Name]

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


