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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Written Warning – Confirmation of Meeting Held on [DD/MM/YYYY]
Dear [Employee Name],
This letter confirms the discussion held on [DD/MM/YYYY] at [Place], attended by you, [Reporting Manager] and [HR Name]. The purpose of the meeting was to discuss [Issue], which had earlier been raised with you verbally on [DD/MM/YYYY].
Concerns discussed
1. [Fact 1 – date, what happened, record relied upon]
1. [Fact 2 – date, what happened, record relied upon]
Your response in the meeting
You explained that [neutral summary of the employee's explanation]. The management has noted your explanation.
Expectations and review
In line with Clause [Clause Number] of the company's [Standing Orders / HR Policy], you are expected to [specific, measurable expectation]. Your progress will be reviewed on [Review Date] by [Reporting Manager].
If you feel any point above has been recorded inaccurately, or you wish to add to your explanation, you may submit a written reply within [Number] days of receipt of this letter, and it will be attached to this record.
Please note that this written warning will be kept in your personnel file. Failure to meet the above expectations may lead to further action under the company's policy.
Copy to: Personnel File; [Reporting Manager]

	______________________________
For [Company Name]
[HR Name]
[Designation]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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