


[Date the letter is drafted]
[Employee's name, appointment, department]
Subject: Issuance of Warning Letter on Poor Performance
Reference: A meeting held on [mention date and venue] regarding the subject.
[Salutations]
I am disappointed to say that we had to have a formal meeting as mentioned in the reference above to warn you about your [poor performance, conduct]. It was mentioned to you that you need to meet a pre-defined set of standards failing which you will be warned formally with a warning letter. This letter serves as your first warning. Once again you have fallen short of the desired standards expected out of you [list the shortcomings and concerns].
It is pertinent to mention here that we will be assigning an employee [mention name and appointment] to observe you with regards to your performance and you will be working under his/her supervision for [mention time span]. It is of great importance that you put in your best efforts to meet the required standards. The said employee will submit a written report of your performance which will be discussed in a meeting [mention date] in your presence.
I know being a valuable member of this company, you will pay heed to this letter and take this matter seriously.
I wish you the very best of luck and look forward to seeing you at the next meet.
[Person drafting the letter]
[Appointment, department]
Cc: CEO, [Company's name]
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