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

	Date:
	[Date]

	Employee ID:
	[Employee ID]

	Process / Team:
	[Process Name] / [Team Leader Name]



To,
[Employee Name]
[Designation]
[Work Location]
Subject: Written Warning – [Nature of Breach]
Dear [Employee Name],

This letter is about the following breach of the process and floor rules that you are expected to follow as part of the [Process Name] team (retain the applicable item):
1. Schedule adherence: Your adherence was [Percentage]% during [Period] against the requirement of [Percentage]%, with extended breaks on [Dates].
1. Unplanned leave: You were absent without prior approval or intimation on [Dates].
1. Call avoidance: Quality and ACD records show [Number] instances of [releasing calls / unexplained aux / long holds] on [Dates].
1. Compliance: On [Date], you did not follow the mandatory [verification / disclosure] script on call ID [Call ID].
1. Floor rules: On [Date], you were found using a mobile phone on the production floor, which is not permitted.
This was discussed with you by your Team Leader on [Date]. Such behaviour affects our service levels to the client and the customer experience, and places extra load on your teammates.
You are advised to correct this immediately. You may submit your written explanation to HR within [Number] days of this letter. If you are facing any personal, health or transport difficulty, please let us know so we can consider support.
Please note that any repetition may lead to further disciplinary action as per company policy, after giving you an opportunity to be heard. Customer data protection and compliance rules apply at all times, and serious breaches may be dealt with separately.

Regards,

	______________________________
For [Company Name]
[HR Name]
Human Resources
	______________________________
cc: Operations Manager
	______________________________
Received by
[Employee Name]
Date: [Date]
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