
Empathetic tone to address behavior while encouraging improvement

Subject: Warning Regarding Conduct

Dear [Employee Name],

We value your contributions to [Company Name]; however, your recent behavior on [Date(s)] has

caused concern. Instances include [describe behavior].

While we must issue this warning, we also want to support your improvement. Please review the

companyâ€™s code of conduct and take corrective action to avoid further issues.

We are confident in your ability to address this and hope to see positive changes.

Sincerely,

[Your Name]

[Position]

[Company Name]

[Contact Information]

Get more templates here: 

https://www.lettersandtemplates.com/letters/warning-letter-for-misconduct-or-misbehavior


