Use Company Letterhead
VERBAL WARNING

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


RE:  Recap of Verbal Warning
Dear [Employee name],
In accordance with [Section/Article Policy, Manual or Contract], this is a recap of the verbal warning.

This action is based on [list performance deficiencies/attendance/unacceptable behaviors, etc.]

[Give specific details of triggering event for Verbal Warning.]
On previous occasions detailed reviews regarding your performance or behavior have been undertaken so that you understand the requirements of your position.  They have been discussed on [dates] and in writing [list letter of counseling, emails, performance appraisal]. However, you have not complied with instructions and/or expectations.

[Optional:  Your failure to meet these expectations impacts the operations because [describe in detail.]]
In summary, you are expected to [reiterate performance expectations]. Failure to meet these requirements by [date or number of days] will result in issuance of Written Warning and/or further disciplinary action up to and including termination.
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 recap.
Employee: ___________________________________________________ Date: ______________

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