
REPRIMAND LETTER

Recipient Name:

Recipient Position:

Department:

Dear:

This letter serves as a formal written reprimand issued by the Company concerning your recent conduct and

performance, which have been found to fall below the standards and expectations required by your role. This reprimand

is part of the Company's progressive disciplinary process and is intended to address these issues to ensure compliance

with company policies and applicable law.

1. Nature of the Issue

It has been observed and documented that you have engaged in conduct or performance that is unacceptable, including

but not limited to violations of company policy, failure to meet job requirements, or behavior that negatively impacts

the workplace. Specific details of the incidents or behaviors are documented in your personnel file and have been

discussed with you.

2. Company Policy and Expectations

As an employee of the Company, you are required to adhere strictly to all policies, procedures, and standards of

conduct. The Company expects all employees to maintain professionalism, punctuality, and adherence to assigned

duties. Any failure to do so may result in disciplinary action, up to and including termination of employment.

3. Required Corrective Actions

You are hereby instructed to immediately cease any conduct or behavior that violates company policy or negatively

affects your job performance. You must demonstrate significant improvement in the identified areas. Failure to do so

will result in further disciplinary measures.

4. Future Consequences

Please be advised that continued failure to meet the standards expected by the Company or additional violations of

policy will result in escalation of disciplinary action, which may include suspension without pay or termination of

employment.

5. Employee Acknowledgment

Your signature below acknowledges receipt of this reprimand letter and confirmation that its contents have been fully

explained to you. It does not necessarily indicate agreement but confirms that you have been informed of the issues and

the consequences.

6. Confidentiality

This reprimand and all related documentation shall remain confidential in accordance with applicable laws and

company policies, and shall be maintained in your personnel file.

7. Legal Compliance

This reprimand letter and any disciplinary actions comply with all applicable federal, state, and local laws, including but

not limited to employment discrimination laws, labor regulations, and other relevant statutes governing employment



practices in the United States.

8. Employee Rights

You retain the right to respond in writing to this reprimand and to request a meeting with Human Resources or

management to discuss any concerns or disputes regarding this matter.

9. Acknowledgment of Company Policies

By continuing your employment, you acknowledge and agree to abide by all company policies, including those related

to conduct, performance, and workplace behavior.

10. Contact Information

If you have any questions or require clarification regarding this reprimand or the expectations set forth herein, please

contact the Human Resources department directly.

EMPLOYEE'S SIGNATURE MANAGER'S SIGNATURE

Signature: _________________________ Signature: _________________________
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