





(Your Company Name)







(Your Company Address)







(Your Company Telephone Number)

(The Date)

(The Addressee’s Full Name)

(His/Her Department/Section)

Dear (Full Name)

FIRST WRITTEN WARNING

I hereby inform you that formal disciplinary action has been taken against you for the following reasons:

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

This FIRST written warning is valid for a period of (number) of months. If you (repeat the action for which you have received this warning within the aforementioned time period/fail to rectify your performance/conduct for which you have received this warning  within (period of time) a SECOND written warning will be issued.

SIGNED



MANAGER
……………………………………DATE…………

SUPERVISOR
……………………………DATE….………

RECEIVED BY


EMPLOYEE
……………………………………DATE.…………

WITNESSED BY 


EMPLOYEE REPRESENTATIVE
……………………………DATE……….…

