[Company Logo]   [Company Name]
LETTER OF COUNSELLING
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Counselling regarding [concern, e.g., punctuality]
Dear [Employee Name],
This letter follows our discussions on [Date] and [Date], when your reporting manager, [Reporting Manager], spoke with you about [concern]. At that time, it was agreed that you would [agreed improvement].
Since then, the following has been observed:
1. [Date]: [Factual observation]
1. [Date]: [Factual observation]
1. [Date]: [Factual observation]
The expected standard is [state standard, e.g., reporting by 9:30 a.m. as per the attendance policy, or informing your manager before 9:00 a.m. if you will be late].
To help you, the company will [support, e.g., consider a change in shift timing / provide refresher training / connect you with the employee assistance programme]. Please tell us if there is any reason behind this concern that we should know about.
Your progress will be reviewed on [Date]. If the expected standard is met, no further action will be needed. If the concern continues, the company may need to consider formal action under its disciplinary procedure, in which you would have a full opportunity to be heard.
You may give your written comments on this letter to HR within [Number] working days; they will be kept with this letter.
Yours sincerely,

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