Hi,
Please check the sample for Warning Letter.
Warning Letter
Ref No. HR/WNL/01/Employee code
Date:
To, 

Mr/Ms
__________
__________
Subject: Warning Letter
It has been observed by the management that your English communication is weak and not up to the mark as expected by the management. (if you have already communicated this by formal mail mention like) Inspite of mailing you thrice on this subject , you have failed to improve your communication since last 3 months. 
You are hereby warned to improve your verbal and written English communication. 
Management have decided to give one months time period to you for improving your English.
You are advised to send a written explanation within 3 days after receipt of this letter, failure to submit will result in disciplinary action against you. 
For ___________________
Name 
Designation
CC: 1. Dept Head
2. HR Head
