
H:/Employee Counseling Memorandum 

WARNING FORM 

DATE: ________________________ 

NAME OF EMPLOYEE  TITLE 

THIS IS TO BRING TO YOUR ATTENTION A PROBLEM RELATED 
TO YOUR POSITION AND PERFORMANCE. 

CHECK ONE:  EXPLANATION: 

⁭  ATTENDANCE  _________________________________________________________ 

⁭  QUALITY OF WORK  _________________________________________________________ 

⁭  QUANTITY OF WORK  _________________________________________________________ 

⁭  LATENESS  _________________________________________________________ 

⁭  OTHER  _________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

HAS EMPLOYEE BEEN WARNED BEFORE OF THIS OFFENSE:  YES ________  NO ________ 

If yes, how:  Spoken _______ Written _______ By Whom ___________________  Date _________________ 

Remarks: _____________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 
Received by 

Supervisor ________________________________  Employee _________________________________________ 
Signature  Signature 

________________________________  _________________________________________ 
Name (Print)  Name (Print) 

________________________________  _________________________________________ 
Date  Date


