[Company Logo]   [Company Name]
VERBAL WARNING RECORD
	Record No.:
	[Reference Number]

	Date of Record:
	[Date]



1. Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Work Location
	 

	Reporting Manager
	 



2. Conversation Details
	Date of Conversation (DD/MM/YYYY)
	 

	Time
	 

	Place
	 

	Conducted by (Name and Designation)
	 

	Other person present, if any
	 



3. Issue Discussed
	Nature of issue (attendance / conduct / work quality / other)
	 

	Date(s) of the incident(s)
	 

	Factual description of what happened
	 

	Policy or standing order clause concerned
	 



4. Employee's Response
	Explanation given by the employee
	 

	Any support or resources requested by the employee
	 



5. Agreed Actions
	Action
	Responsibility
	Target Date

	[Action agreed]
	[Employee / Manager]
	[DD/MM/YYYY]

	[Action agreed]
	[Employee / Manager]
	[DD/MM/YYYY]

	[Action agreed]
	[Employee / Manager]
	[DD/MM/YYYY]



	Follow-up review date
	 

	Validity of this verbal warning record
	 



6. Acknowledgement
The employee was informed that this is a verbal warning, that the issue may be escalated to a written warning if it recurs, and that he/she may submit any additional written explanation to HR within [Number] days. The employee's signature below confirms only that this conversation took place.

	______________________________
Manager
[Reporting Manager]
Date: [Date]
	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Received by HR
[HR Name]
Date: [Date]
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