Date 
Name
Address

Dear Name
Reference: Final Written Warning

I write to confirm the outcome of the disciplinary hearing held on Date. As you will recall, you decided to attend this meeting unaccompanied (or decided to be accompanied by Name at this hearing).
You will also remember that this hearing was scheduled to discuss the allegations that had been made against you. The specific allegations were as follows:

During the disciplinary hearing you agreed to having acted in the manner as alleged but cited the following mitigation for your actions…. 
Brief overview of the discussion during the disciplinary hearing. 

In view of the above and the fact that you have promised to improve your conduct going forward, we have decided in this instance to issue you with a Final Written Warning for this breach of conduct.
I am sure that you are aware of the seriousness of this warning, however, I must advise you that if there is a further breach of conduct, additional disciplinary action could be taken against you which may lead to your dismissal from the Company. This final written warning will remain active on your personnel file for a period of twelve months. 

Should you wish to appeal against this decision you may write, clearly stating your reasons for appeal to Name within seven days from receipt of this letter.

Similarly, if you disagree with any factual content of this letter, I would also be grateful if you could notify me of any discrepancy within the next seven days. 
Yours sincerely,

Name 
Position 

