Sample Email Message

Subject: Verbal Warning
On [date], I spoke with you concerning [state the improper behavior]. We expect you to improve your work performance by [provide corrective suggestions and state period of time to correct behavior]. Failure to improve your performance may lead to additional disciplinary action.
If you have any questions about my expectations or your performance, please contact me immediately.

Supervisor’s Name

Supervisor’s phone number

Supervisor’s Email address

