[Company Logo]   [Company Name]
WARNING LETTER – NEGLIGENCE IN DUTY
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Warning for Negligence in Performance of Duty on [DD/MM/YYYY]
Dear [Employee Name],
As [Designation], you are responsible for [duty, e.g. carrying out the pre-start inspection of Machine No. X] in accordance with [SOP Number and Name], on which you were trained on [DD/MM/YYYY].
On [DD/MM/YYYY], during [Shift], it has been found from [checklist / log book / CCTV / supervisor's report] that [factual description of what was omitted or done]. As a result, [impact, e.g. the machine was started with a loose guard, leading to die damage or a near-miss to a co-worker], with an estimated loss of ₹[Amount].
This is a lapse in the care expected of you and is contrary to Clause [Clause Number] of the company's [Standing Orders / Safety Rules] and the above SOP.
You are required to submit your written explanation within [Number] days of receipt of this letter, stating any reasons, such as lack of tools, time or instructions, that the management should consider.
You are also required to attend a refresher session on [SOP Name] with [Trainer / Safety Officer] on [DD/MM/YYYY].
Please note that any further lapse of this kind may result in action under the company's standing orders. The management expects you to follow all procedures carefully, as they protect you, your co-workers and the company.
Yours sincerely,

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