SAMPLE WARNING LETTER

Date
Address
Dear:

Promptness is important in the day-to-day operation of our department.  While we make allowances for occasional lateness, consistent lateness cannot be tolerated.

You have reported to work on ____________and_____________, and this is your second warning in a two-week time period.  If this happens again, it will be grounds for termination.

Should there be extenuating circumstances, please come and speak with me.  If there is a problem, perhaps we can work it out together.

Sincerely,

Name
