
Misconduct Warning Letter for
Misbehaviour

[Your Company Name]

[Company Address]

[City, State, ZIP Code]

[Date]

[Employee’s Name]

[Employee’s Job Title]

[Department]

Dear [Employee’s Name],

We are writing to address a serious matter regarding your recent behavior at [Company

Name], which has violated our company's code of conduct and standards. It has come

to our attention that on multiple occasions, you have been engaging in inappropriate

behavior that is not in line with our company's values and expectations.

Specifically, your actions include [describe the misbehavior in detail], which are not only

disruptive but also unprofessional and disrespectful towards your colleagues and

superiors. Such conduct is unacceptable and undermines the harmony and productivity

of our workplace.

[Company Name] upholds a zero-tolerance policy for such misconduct, and continued

violations may result in more severe consequences, including potential termination of

employment. It is important that you fully understand the gravity of the situation and the

potential long-term impact on your role within the company.
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To rectify this issue and prevent further disruptions, we expect you to take the following

immediate corrective actions:

1. Demonstrate professionalism and respect in all workplace interactions.

2. Refrain from any further inappropriate behavior or language.

3. Participate in a counseling session with HR within the next two weeks.

We emphasize that compliance with these actions is critical moving forward. Failure to

comply will result in more serious disciplinary measures.

If you have any questions or concerns regarding this letter or the corrective actions

required, please contact me at [Your Contact Information].

Sincerely,

[Your Name]

[Your Job Title]

[Company Name]
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