<INSERT COMPANY LOGO>
PRIVATE & CONFIDENTIAL

<Letter Date>

<Employee’s Full Name>

<Employee’s Address> 
Dear <Employee’s Full Name> (NRIC: <Employee’s NRIC Number>),
Re: Warning Letter
It has been brought to our attention that, <description of the case above>.

We seek your kind attention on the above matter and immediate corrective action is expected from you. Any further <failure to perform/violation of company policies> in accordance with our standard may result in additional disciplinary action up to and including termination. We seek your full understanding and acknowledgement.



Yours sincerely,
For and on behalf of <Company Name>




<Sign off> <Company Stamp>
________________________________
<Name of Company’s Representative>
<Job Title>
<Insert Company Name, Address, Tel, Fax, Website, Registration No>
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