DATE:





TO:













Re:
 FORMCHECKBOX 

Verbal Warning

 FORMCHECKBOX 

Suspension
 FORMCHECKBOX 

Written Warning

 FORMCHECKBOX 

Termination

Dear

:

This letter shall serve as a Warning Notice that on the following date(s) the following incident occurred involving yourself:

(  ) 
No call/no show




(  ) 
Absent with no valid reason or documentation


(  ) 
Consistent absences



(  ) 
Tardiness







(  ) 
Leaving without permission


(  ) 
Possession/consumption of alcohol while on the job

(  ) 
Disruptive and unruly behavior


(  )
Defective and improper work




(  )
Carelessness




(  )
Violation of company safety rules




(  )
Insubordination




(  )
Dishonesty


(  )
Failure to follow instruction(s)


(  )
Fighting







(  )
Destruction of company property

(  )
Theft








(  )
Reporting to work under the


(  )
Operating Machinery while using cell phone


influence of alcohol/drugs


(  )
Other (see explanation below)
Further comments/specifics:

Please be advised that any further infractions on your part may lead to further disciplinary action, up to and including suspension and/or discharge.

Thank you for your cooperation in this matter.







Very truly yours,







EMPLOYER

RECEIVED BY:




WITNESSED BY:







(WITNESS)

Employee comments (Use back of this form if necessary):









c:
Steven B. Horowitz, Esq.






, Union Business Agent
