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

	Date:
	[Date]



To,
[Employee Name]
[Designation]
Employee ID: [Employee ID]
[Work Location]
Subject: Last Warning – [Nature of Issue]
Dear [Employee Name],
You have been reminded about [issue, e.g. leaving the shop counter unattended during working hours] on [DD/MM/YYYY], [DD/MM/YYYY] and [DD/MM/YYYY], including by written warning Ref. [Reference Number]. On [DD/MM/YYYY], the same issue occurred again when [brief factual description].
This is against the company's rules under Clause [Clause Number] of the [Standing Orders / Work Rules]. This letter is a last warning on this matter.
If you have any explanation, please give it in writing within [Number] days. If the issue happens again, the company may take further disciplinary action as per its rules, after hearing you.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]


Employee Undertaking
I, [Employee Name], have received and understood this last warning. I voluntarily undertake that:
1. [Commitment 1, e.g. I will not leave the counter without informing the store in-charge.]
1. [Commitment 2, e.g. I will take breaks only at the scheduled times.]
1. I will raise any difficulty with my manager or HR instead of ignoring the rule.
	Employee's own comments (optional)
	 




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Witness
[Witness Name]
Date: [Date]


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