
Disciplinary Measures Announcement 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Supervisor's Name] 

Subject: Disciplinary Measures Notification 

Dear [Employee's Name], 

This letter serves as a formal notification regarding the disciplinary measures being taken based 

on our recent investigation into [specific behavior or incident]. 

After reviewing the circumstances and gathering all relevant information, it has been decided 

that the following measures will be implemented: 

• [Measure 1 - e.g., Written Warning] 

• [Measure 2 - e.g., Suspension for X days] 

• [Measure 3 - e.g., Mandatory training] 

Please be aware that these actions are taken in accordance with our company policies and 

procedures. We believe that this is necessary to uphold the standards of our workplace. 

We encourage you to reflect on this matter and consider how to improve your performance 

moving forward. A follow-up meeting is scheduled for [insert date] to discuss your progress and 

any questions you may have. 

If you wish to appeal this decision, please submit your appeal in writing to [appeals contact] 

within [number of days] days from the date of this letter. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


