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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Warning for Misconduct on [DD/MM/YYYY]
Dear [Employee Name],
It has been reported that on [DD/MM/YYYY] at about [Time], at [Place], you [factual description of the act]. The incident was witnessed by [Witness Name], [Designation], and reported to HR by [Reporting Manager] on [DD/MM/YYYY].
HR carried out a preliminary fact check on [DD/MM/YYYY], during which [summary of what was verified, e.g. statements recorded and CCTV footage reviewed]. You were also given an opportunity to share your version orally on [DD/MM/YYYY].
The act described above amounts to misconduct under Clause [Clause Number] of the company's [Certified Standing Orders / Conduct Rules], which lists [quote the relevant misconduct].
Taking into account [your service record / your explanation / the circumstances], the management has decided at this stage to issue you this warning instead of initiating formal proceedings. If you wish to place any further facts on record, you may submit a written statement within [Number] days of receipt of this letter.
You are advised to conduct yourself in accordance with the company's rules at all times. Please note that any repetition, or any act of a more serious nature, will be dealt with through the formal disciplinary procedure under the standing orders.
Yours sincerely,

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