[Company Logo]   [Company Name]
WARNING LETTER – REPEATED ERRORS IN WORK
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Warning Regarding Repeated Errors in Assigned Work
Dear [Employee Name],
Accuracy is essential in your role as [Designation]. Over the period [DD/MM/YYYY] to [DD/MM/YYYY], the following errors in your work were identified:
	Date
	Task
	Error Observed
	How Detected
	Effect

	[DD/MM/YYYY]
	[Task]
	[Error]
	[QC check / customer]
	[Rework / credit note]

	[DD/MM/YYYY]
	[Task]
	[Error]
	[QC check / customer]
	[Rework / credit note]

	[DD/MM/YYYY]
	[Task]
	[Error]
	[QC check / customer]
	[Rework / credit note]

	[DD/MM/YYYY]
	[Task]
	[Error]
	[QC check / customer]
	[Rework / credit note]



Your reporting manager, [Reporting Manager], discussed these with you on [DD/MM/YYYY]. The expected accuracy for this task is [Accuracy Standard], whereas your accuracy during the period was [Actual Accuracy]. Clause [Clause Number] of the company's [Standing Orders / Work Rules] requires employees to perform their duties with due care and attention.
To help you, the following measures will apply from [DD/MM/YYYY]:
1. Use of the enclosed self-check checklist before submitting each [Task]
1. Second-level check by [Checker Name] for [Number] weeks
1. A refresher session on [System / Process] on [DD/MM/YYYY]
Your accuracy will be reviewed on [Review Date]. If there are reasons for these errors, such as workload, system problems or unclear instructions, please explain them in writing within [Number] days of receipt of this letter.
Continued avoidable errors after this review period may lead to further action under company policy.

	______________________________
For [Company Name]
[Reporting Manager]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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