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

	Date:
	[Date]

	Previous Warning:
	Ref. [First Warning Reference] dated [DD/MM/YYYY]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Second Written Warning – Repetition of [Nature of Issue]
Dear [Employee Name],
You were issued a first written warning on [DD/MM/YYYY] regarding [Issue]. In your reply dated [DD/MM/YYYY], you stated that [one-line summary of reply], and you assured the management that the matter would not recur.
However, it has been recorded that on [Date of Incident] [factual description of the repeated lapse, with reference to attendance records, emails, CCTV or the manager's report], as reported by [Reporting Manager].
This conduct again falls short of Clause [Clause Number] of the company's [Standing Orders / HR Policy]. Since this is a repetition within the validity period of the earlier warning, the management is issuing this second written warning.
You are given a further opportunity to explain your position in writing within [Number] days of receipt of this letter. Please mention any facts, circumstances or documents that you want considered.
Please be informed that if a similar lapse occurs again, the company may issue a final warning or initiate formal proceedings in accordance with its standing orders and applicable law, after giving you a fair hearing.
We sincerely hope you will treat this matter seriously and make the required improvement.
Yours faithfully,

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