[Company Logo]   [Company Name]
FINAL WARNING LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Mode of Delivery:
	[By hand / Registered post / Official email]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Final Warning – [Nature of Issue]
Dear [Employee Name],
The management has, on the following occasions, brought to your notice concerns regarding [Issue] and given you the opportunity to explain and improve:
	Stage
	Reference No.
	Date
	Issue
	Your Reply Received

	Verbal counselling
	[Reference Number]
	[DD/MM/YYYY]
	[Issue]
	[Yes / No]

	First written warning
	[Reference Number]
	[DD/MM/YYYY]
	[Issue]
	[Yes / No]

	Second written warning
	[Reference Number]
	[DD/MM/YYYY]
	[Issue]
	[Yes / No]



Despite the above, on [Date of Incident] [factual description of the latest lapse, with the records relied upon]. This is in breach of Clause [Clause Number] of the company's [Standing Orders / HR Policy].
You are hereby given a final opportunity to submit your written explanation within [Number] days of receipt of this letter. You may also request a meeting with HR to present your side.
Please treat this as a final warning. Any further lapse of a similar nature may result in formal disciplinary proceedings in accordance with the company's standing orders, which may lead to action up to and including termination of employment, after due process.
The company continues to offer support through [Reporting Manager] and HR, and we hope this matter will now be resolved.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
	______________________________
Witness
[Witness Name]
[Designation]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
