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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Warning Regarding Work Performance
Dear [Employee Name],
Your Key Result Areas for the period [Period] were discussed and agreed with you on [DD/MM/YYYY]. A review of your performance for [Review Months] shows the following:
	KRA / Metric
	Agreed Target
	Actual Achieved
	Gap

	[KRA 1]
	[Target]
	[Actual]
	[Gap]

	[KRA 2]
	[Target]
	[Actual]
	[Gap]

	[KRA 3]
	[Target]
	[Actual]
	[Gap]



Your reporting manager, [Reporting Manager], shared feedback with you on these areas during reviews held on [DD/MM/YYYY] and [DD/MM/YYYY]. However, the required improvement has not yet been seen.
The company would like to support you in reaching the expected standard. During the review period from [DD/MM/YYYY] to [DD/MM/YYYY], the following will be provided:
1. [Training or product refresher]
1. Fortnightly review meetings with [Reporting Manager]
1. [Tools, data access or mentoring]
You are expected to achieve at least [Minimum Expected Standard] by the end of the review period. If you believe the targets or figures above do not reflect your work fairly, or there are factors affecting your performance, please share your written comments within [Number] days of receipt of this letter.
If performance does not improve to the expected level by the end of the review period, further steps may be taken in line with the company's performance management policy.
Regards,

	______________________________
For [Company Name]
[Reporting Manager]
[Designation]
	______________________________
Countersigned
[HR Name]
HR Department
	______________________________
Received by
[Employee Name]
Date: [Date]
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