Workplace Warning Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Employee], This letter records the concern discussed on [Date] regarding [Specific observed conduct or performance]. The relevant information is [Factual details and dates].
The applicable expectation is [Reviewed policy or requirement]. You may provide your response through [Approved process]. Support or clarification available: [Details].
Next review: [Date]. Responsible manager: [Name]. Any further action will follow the organization's applicable procedures and requirements.
[Authorized name and title]




