[use company letterhead]
FINAL WARNING

[Date]
[Employee name, job title]   
[Address]


RE:  Letter of Final Warning

Dear [Employee name],
In accordance with [Section/Article Policy, Manual or Contract], this is your final warning. This action is based on your continued unsatisfactory performance as an employee of [name of company]
[Describe specifics of unsatisfactory performance or behaviors since the last disciplinary action]
[Describe supervisor’s recent efforts to discuss, address or correct issues]
[Describe the impact of this unsatisfactory performance on their work, co-workers, clients, vendors, etc.
You are expected to show immediate improvement in the following areas [list]. You will be re-evaluated in 
[number of days]. Failure to meet these requirements will result in termination of your employment with [name of company]
EMPLOYEE ACKNOWLEDGEMENT
The above has been discussed with me by my supervisor. I understand the contents and acknowledge and understand the corrective action required. I also acknowledge and understand the consequences of noncompliance stated in this final warning.
Employee: ___________________________________________________ Date: ______________

Manager: ____________________________________________________ Date: ______________
CC:   Personnel file
Attachments:  [any documents referenced above]; 
