Employee Warning Letter

Employee Name and ID: 			 Position: 
	
	



Date Issued:					 Supervisor/Manager: 
	
	






Dear [Employee Name],

This letter documents a concern regarding your recent job performance and/or conduct. On [Date of Incident], we discussed the following issues: [clearly describe the incident, behavior, or performance concern. Include dates, facts, and specific examples].

This behavior does not meet the expectations outlined in company policy and your role responsibilities. Thus, to address this issue, the following corrective steps are required:
1. [Specific improvement action 1]
2. [Specific improvement action 2]
3. [Specific improvement action 3]

Improvement is expected immediately and will be reviewed on or around [Review Date]. We are committed to helping you succeed in your role. If you need clarification, additional training, or support, please let us know.

Failure to demonstrate improvement may result in further corrective action, up to and including termination of employment.

Please sign below to acknowledge receipt of this notice. 

Employee Signature: ___________________________
Date: ___________________________

Supervisor Signature: ___________________________
Date: ___________________________

TimeWellScheduled
