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

	Date:
	[Date]

	Warning Stage:
	First Written Warning



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: First Written Warning – [Nature of Issue]
Dear [Employee Name],
On [Date of Counselling], your reporting manager, [Reporting Manager], spoke to you informally about [Issue]. Despite that discussion, it has been noted that on [Date(s) of Recurrence] [factual description of what occurred, with supporting record such as attendance log, email or report].
This is not in line with Clause [Clause Number] of the company's [Standing Orders / HR Policy]. As this is the first written warning on this matter, the management wishes to help you correct it at the earliest.
To support you, the company will provide the following:
1. A review meeting with [Reporting Manager] on [Date]
1. [Training / guidance / resource being offered]
1. Access to HR at [HR Name] for any personal difficulty affecting your work
If there are circumstances we are not aware of, you may submit your written explanation within [Number] days of receipt of this letter. Your explanation will be considered and placed on record.
This warning will remain active on your file for [Validity Period] from the date of this letter. If the issue recurs during this period, the matter may be escalated to a second warning or other action under the company's policy.
We are confident that you will take the necessary steps to improve.
Regards,

	______________________________
For [Company Name]
[HR Name]
HR Department
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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