DATE
NAME
ADDRESS
Dear Mr………….,

Re: Warning Letter for Poor Work Performance
Further to our recent meeting, the management serves this letter as a first reminder and a warning for your recent performance which unfortunately has failed to adhere to the required standard of the company’s expectation.

We would like to make it clear to you that we take the employee’s performance very seriously and any indication of a sub-par or below par performance will be subject to close scrutiny, and when necessary, disciplinary actions. Therefore, it is highly appreciated that you take this warning letter as a stern reminder to make attempt and improve your work performance.

Should you have issues or problems that you need to speak about, please do not hesitate to come forward and talk to me.   

FOR COMPANY NAME
_____________________________

Director
..........................................................................................................................
I NAME   hereby fully understood the contain of this warning letter and acknowledge received.

_______________________________
NAME 

DATE

