Example of an Employee Letter of Reprimand

Disclaimer: Please note that this employee letter of reprimand example is for discussion purposes. Prior to incorporating it – or one like it – into your business’ human resources forms library, please be sure to consult an employment attorney for legal advice.
COMPANY LETTERHEAD

MEMORANDUM

To:

Employee name



Job title

From:

Supervisor name



Job title

Date:

Date on which the reprimand is presented to the employee

Subject:
Written Reprimand

· You are receiving a written reprimand for (copy the reason verbatim from the employee manual), which was discussed during today’s coaching session with you and (names of supervisor/s) present. 

· Prior to today, and in keeping with the employee manual, you have received previous verbal and/or written warnings related to this infraction. The dates of these occurrences were: ____________________.

· Since the last time of being coached/warned about (enter infraction), you have failed on ___ occasions to follow the directions given to you with respect to correcting (enter infraction).

· (Enter company name) in general and (enter supervisor name) in particular rely on this written reprimand to remind you that (enter infraction) has an adverse impact on your job performance, overall employee morale and the company’s ability to remain competitive in the market place. You are an integral part of this company’s success but failure to (enter desired behavior) jeopardizes the business’ willingness to continue its employment of you.
· This written reprimand serves as notice that continued violation of (enter policy), which is explained in your employee handbook in more detail, may result in further disciplinary action including, but not limited to, suspension, demotion and/or immediate dismissal.

ACKNOWLEDGEMENT:

I accept receipt of this written 

reprimand. Even if I do not agree

with it, I do understand its

content and recognize that it will

become part of my personnel file.
__________________________


__________________________

Employee Name/date signed



Supervisor Name/date signed
