Warning Letter Samples
20 Editable Sample Letters for Different Scenarios
Replace bracketed fields, verify facts, and adapt wording to the applicable policy, agreement, and local requirements.


1. Employee Attendance Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee]
[Organization]
[Address]
[City, State ZIP]

Subject: Formal Warning: Attendance

Dear [Employee],

This letter serves as a formal warning regarding the following issue: Records show repeated late arrivals or absences on [dates] without the required notice.

Please review names, dates, amounts, locations, reference numbers, and any policy or agreement that applies. Useful supporting records may include attendance records and the applicable policy.

I request that you return to the agreed schedule and follow the attendance notification procedure immediately. If any information is incomplete or differs from your records, please let me know promptly so it can be corrected.

Sincerely,

[Signature]
[Your Name]


2. Employee Performance Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee]
[Organization]
[Address]
[City, State ZIP]

Subject: Formal Warning: Performance Standards

Dear [Employee],

We are writing to document and address the following concern: Recent work has repeatedly missed [quality, accuracy, productivity, or deadline] expectations.

The final version should reflect verified facts and identify any record being relied on. Depending on the situation, supporting material may include performance metrics, prior coaching notes, and the improvement plan.

Kindly meet the stated performance targets during the review period ending [date]. Please confirm the outcome in writing and advise if any additional form, identification, or supporting document is required.

Sincerely,

[Signature]
[Your Name]


3. Workplace Conduct Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee]
[Organization]
[Address]
[City, State ZIP]

Subject: Formal Warning: Workplace Conduct

Dear [Employee],

This written warning concerns the following documented matter: A reported incident on [date] involved conduct inconsistent with workplace standards.

To avoid misunderstanding, confirm all key details before sending. Relevant support may include incident notes, witness reports, and the conduct policy, together with any required form or authorization.

I respectfully ask that you avoid further incidents and follow the conduct policy in all interactions. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.

Sincerely,

[Signature]
[Your Name]


4. Safety Procedure Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee or Contractor]
[Organization]
[Address]
[City, State ZIP]

Subject: Formal Warning: Safety Procedure

Dear [Employee or Contractor],

Please treat this letter as formal notice regarding the following issue: Required safety procedures were not followed during [task] on [date].

The details should be checked against the relevant records before this letter is used. Where appropriate, supporting material may include the safety procedure and incident record. Only information necessary for the stated purpose should be included.

Please follow all safety controls, PPE requirements, and supervisor instructions immediately. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your cooperation.

Sincerely,

[Signature]
[Your Name]


5. Unauthorized Absence Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning Regarding Unauthorized Absence

Dear [Employee],

This letter serves as a formal warning regarding the following issue: You were absent on [date] without approval or the required notice.

Please review names, dates, amounts, locations, reference numbers, and any policy or agreement that applies. Useful supporting records may include attendance records and leave policy.

I request that you contact your supervisor, explain the absence, and comply with leave procedures going forward. If any information is incomplete or differs from your records, please let me know promptly so it can be corrected.

Sincerely,

[Signature]
[Your Name]


6. Confidentiality Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee or Contractor]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning Regarding Confidential Information

Dear [Employee or Contractor],

We are writing to document and address the following concern: Confidential information was shared, stored, or handled contrary to the agreed procedure.

The final version should reflect verified facts and identify any record being relied on. Depending on the situation, supporting material may include the confidentiality agreement and security policy.

Kindly stop the improper handling and use only approved systems and recipients. Please confirm the outcome in writing and advise if any additional form, identification, or supporting document is required.

Sincerely,

[Signature]
[Your Name]


7. Tenant Late Rent Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Tenant]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning: Past-Due Rent

Dear [Tenant],

This written warning concerns the following documented matter: Rent for [month] remains unpaid after the due date stated in the lease.

To avoid misunderstanding, confirm all key details before sending. Relevant support may include the lease ledger and payment instructions, together with any required form or authorization.

I respectfully ask that you pay the outstanding balance or contact management by [date]. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.

Sincerely,

[Signature]
[Your Name]


8. Tenant Noise Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Tenant]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning: Excessive Noise

Dear [Tenant],

Please treat this letter as formal notice regarding the following issue: Management received documented complaints about excessive noise from the unit on [dates/times].

The details should be checked against the relevant records before this letter is used. Where appropriate, supporting material may include complaint logs and the relevant lease clause. Only information necessary for the stated purpose should be included.

Please reduce noise and comply with quiet-hour provisions. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your cooperation.

Sincerely,

[Signature]
[Your Name]


9. Tenant Unauthorized Occupant Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Tenant]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning: Unauthorized Occupant

Dear [Tenant],

This letter serves as a formal warning regarding the following issue: Information indicates that an additional occupant may be residing at the property without approval.

Please review names, dates, amounts, locations, reference numbers, and any policy or agreement that applies. Useful supporting records may include the lease occupancy clause and management records.

I request that you provide accurate occupancy information and complete any required approval process. If any information is incomplete or differs from your records, please let me know promptly so it can be corrected.

Sincerely,

[Signature]
[Your Name]


10. Tenant Property Care Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Tenant]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning: Property Care or Damage

Dear [Tenant],

We are writing to document and address the following concern: An inspection on [date] identified conditions that may damage the property or violate maintenance obligations.

The final version should reflect verified facts and identify any record being relied on. Depending on the situation, supporting material may include inspection notes and photographs.

Kindly correct the listed conditions by [date] and prevent recurrence. Please confirm the outcome in writing and advise if any additional form, identification, or supporting document is required.

Sincerely,

[Signature]
[Your Name]


11. Student Attendance Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Student and Parent/Guardian]
[Organization]
[Address]
[City, State ZIP]

Subject: Attendance Warning

Dear [Student and Parent/Guardian],

This written warning concerns the following documented matter: The student has accumulated [number] absences or late arrivals during [period].

To avoid misunderstanding, confirm all key details before sending. Relevant support may include attendance records and school policy, together with any required form or authorization.

I respectfully ask that you improve attendance and follow the school absence-reporting process. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.

Sincerely,

[Signature]
[Your Name]


12. Student Academic Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Student and Parent/Guardian]
[Organization]
[Address]
[City, State ZIP]

Subject: Academic Progress Warning

Dear [Student and Parent/Guardian],

Please treat this letter as formal notice regarding the following issue: Current grades or missing assignments show that the student is at risk of not meeting course requirements.

The details should be checked against the relevant records before this letter is used. Where appropriate, supporting material may include grade reports, missing-assignment list, and support resources. Only information necessary for the stated purpose should be included.

Please complete the listed work and follow the support plan by [date]. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your cooperation.

Sincerely,

[Signature]
[Your Name]


13. Student Behavior Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Student and Parent/Guardian]
[Organization]
[Address]
[City, State ZIP]

Subject: Behavior Warning

Dear [Student and Parent/Guardian],

This letter serves as a formal warning regarding the following issue: An incident on [date] involved behavior that did not meet school expectations.

Please review names, dates, amounts, locations, reference numbers, and any policy or agreement that applies. Useful supporting records may include incident documentation and behavior policy.

I request that you follow classroom and school conduct standards and complete any assigned corrective steps. If any information is incomplete or differs from your records, please let me know promptly so it can be corrected.

Sincerely,

[Signature]
[Your Name]


14. Vendor Delivery Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Vendor or Supplier]
[Organization]
[Address]
[City, State ZIP]

Subject: Formal Warning: Delivery Performance

Dear [Vendor or Supplier],

We are writing to document and address the following concern: Deliveries under [purchase order/contract] have repeatedly arrived late or incomplete.

The final version should reflect verified facts and identify any record being relied on. Depending on the situation, supporting material may include purchase orders, delivery records, and service levels.

Kindly restore on-time and complete delivery performance beginning with the next shipment. Please confirm the outcome in writing and advise if any additional form, identification, or supporting document is required.

Sincerely,

[Signature]
[Your Name]


15. Vendor Quality Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Vendor or Supplier]
[Organization]
[Address]
[City, State ZIP]

Subject: Formal Warning: Product or Service Quality

Dear [Vendor or Supplier],

This written warning concerns the following documented matter: Recent deliveries or services failed to meet agreed specifications.

To avoid misunderstanding, confirm all key details before sending. Relevant support may include inspection results, defect reports, and specifications, together with any required form or authorization.

I respectfully ask that you correct the quality issue and provide a preventive action plan by [date]. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.

Sincerely,

[Signature]
[Your Name]


16. Customer Payment Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Customer or Account Holder]
[Organization]
[Address]
[City, State ZIP]

Subject: Payment Warning

Dear [Customer or Account Holder],

Please treat this letter as formal notice regarding the following issue: The account balance of [amount] remains overdue despite earlier reminders.

The details should be checked against the relevant records before this letter is used. Where appropriate, supporting material may include the account statement and prior reminders. Only information necessary for the stated purpose should be included.

Please pay the balance or agree a written payment arrangement by [date]. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your cooperation.

Sincerely,

[Signature]
[Your Name]


17. Policy Violation Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Member, Customer, or Participant]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning: Policy Violation

Dear [Member, Customer, or Participant],

This letter serves as a formal warning regarding the following issue: Activity on [date] did not comply with [policy/rule].

Please review names, dates, amounts, locations, reference numbers, and any policy or agreement that applies. Useful supporting records may include the applicable policy and incident details.

I request that you stop the prohibited activity and follow the policy immediately. If any information is incomplete or differs from your records, please let me know promptly so it can be corrected.

Sincerely,

[Signature]
[Your Name]


18. Misuse of Company Property Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee or Authorized User]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning: Misuse of Company Property

Dear [Employee or Authorized User],

We are writing to document and address the following concern: Company equipment or property was used in a manner inconsistent with authorized use.

The final version should reflect verified facts and identify any record being relied on. Depending on the situation, supporting material may include asset records and the equipment policy.

Kindly use the property only for approved purposes and return or secure it as directed. Please confirm the outcome in writing and advise if any additional form, identification, or supporting document is required.

Sincerely,

[Signature]
[Your Name]


19. Social Media Conduct Warning
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee, Member, or Representative]
[Organization]
[Address]
[City, State ZIP]

Subject: Warning Regarding Social Media Conduct

Dear [Employee, Member, or Representative],

This written warning concerns the following documented matter: A post or online interaction associated with the organization raised concerns under the social media policy.

To avoid misunderstanding, confirm all key details before sending. Relevant support may include screenshots and the social media policy, together with any required form or authorization.

I respectfully ask that you remove or correct the problematic content where appropriate and follow the policy going forward. Please provide written confirmation or contact me if further information is needed. Thank you for your attention to this matter.

Sincerely,

[Signature]
[Your Name]


20. Final Warning Before Further Action
[Date]
[Your Name]
[Your Address]
[City, State ZIP]
[Email Address] | [Phone Number]

[Employee, Tenant, Vendor, or Account Holder]
[Organization]
[Address]
[City, State ZIP]

Subject: Final Written Warning

Dear [Employee, Tenant, Vendor, or Account Holder],

Please treat this letter as formal notice regarding the following issue: The issue described in prior notices dated [dates] remains unresolved.

The details should be checked against the relevant records before this letter is used. Where appropriate, supporting material may include prior warnings, supporting records, and the relevant agreement or policy. Only information necessary for the stated purpose should be included.

Please complete the specified corrective action by [date]. I would appreciate a written response by [date] so the matter can be completed without unnecessary delay. Thank you for your cooperation.

Sincerely,

[Signature]
[Your Name]
