[Name Of The Company]
[Address Of The Company]
[Date]
To,
[Employee Name]
[Designation]
Subject: Warning Letter for Misconduct
Dear Mr. Sharma,
This letter serves as a formal warning regarding your inappropriate conduct in the workplace on 12 June 2026. It has been reported that you engaged in behaviour that disrupted office discipline and violated company policies.
You are advised to maintain professionalism at all times. Any recurrence may lead to further disciplinary action, including suspension or termination.
Regards,
HR Manager
[Name Of The Company]

