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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Warning for [Nature of Lapse]
Dear [Employee Name],
This letter is issued with reference to the incident that took place on [Date of Incident] at [Place of Incident]. As per the report submitted by [Reporting Manager] and the records available with the HR department, it has been observed that [Brief, factual description of what happened, including time and persons present].
The above conduct is contrary to Clause [Clause Number] of the company's [Standing Orders / Code of Conduct / HR Policy], which requires every employee to [Summary of the expected conduct].
You are hereby advised to submit your written explanation regarding the above within [Number] days of receipt of this letter. If you believe the facts stated above are incorrect or incomplete, please include any details or documents you wish the management to consider.
Going forward, you are expected to:
1. [Specific expected behaviour 1]
1. [Specific expected behaviour 2]
1. Seek guidance from your reporting manager or HR if any rule is unclear
Please note that any repetition of such conduct may lead to further disciplinary action in accordance with the company's standing orders and applicable law. This letter will be placed in your personnel file.
We trust that you will take this communication in the right spirit and maintain the standards expected of every member of [Company Name].
Yours sincerely,

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