	[Company Name]
[Address]
Phone:    ·   Email: 



	Date: ________________
________________________________
Subject: Warning letter
Dear _________________________,
This refers to our show cause notice _______________________________ about the following:
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
Your reply dated ________________ has been considered and has not been found satisfactory.
You are hereby warned not to repeat such conduct in future.
You are expected to _____________________________________________________________.
A copy of this letter is being placed on your personal file.
Any repetition will be viewed seriously and may lead to disciplinary action under the applicable standing orders and rules.
Yours sincerely,
For ______________________________

____________________________

Received.

	Signature
	
	Name
	
	Date



