Memo: Written Warning to Employee
To: 
[Enter name of employee]
From: 
[Enter name of supervisor]
Date: 
[         
 ]

Subject: Written warning of performance issue
You are being issued this written warning for the following performance issue: 
[State the reason. Support with facts, give specific examples, dates, and witnesses. Describe the impact this has on operations.] 

This warning comes after the following previous conversation(s) regarding the same issue: 
 [Enter specifics here, including the date, time and location of any prior discussions, coaching, or verbal warnings that are relevant to the current issue.]

The behavior/performance that must be achieved to be considered satisfactory is as follows: 
[Offer specific actions and list the outcomes to the extent possible] 

Failure to adhere to the conditions of this warning, development of new or related problems, and/or continued unsatisfactory performance will lead to more serious corrective action up to and including discharge. 
Response from employee:
[This section is left blank and is available for the employee to add comments] 

Supervisor: _________________[Signature]_________________________________________________

Employee: _________________[Signature]__________________________________________________

