ANNEX 2
First Written Warning
初次书面警告

用法：在听证后发出。写明具体事实、员工申辩、改进要求和再犯后果，并给员工5个工作日上诉期。
[COMPANY LETTERHEAD]
PRIVATE & CONFIDENTIAL
	Date
	



To: [Employee Name], [Position]
RE: FIRST WRITTEN WARNING
1. Allegation. On [date], at [place], you [describe the specific conduct]. The matter was reported/investigated on [date].
2. Hearing. You were invited to a disciplinary meeting on [date]. You attended / were accompanied by [name, position] and were given the opportunity to respond. Your explanation was considered.
3. Finding. The Company finds that [the allegation is substantiated] because [brief reasons and evidence].
4. Warning. You are hereby given a FIRST WRITTEN WARNING. This warning will remain on your file for twelve (12) months from the date of this letter.
5. Required improvement. You are required to [specific behaviour/standard] by [date]. The Company will provide [support/training, if any].
6. Consequences. Any further misconduct or failure to improve within the validity period may result in a Final Written Warning and, if warranted, dismissal.
7. Appeal. If you wish to appeal, write to [name/position] within five (5) working days of receiving this letter.
8. Acknowledgment. Please sign and return the attached copy. Your signature confirms receipt only.
____________________________
Signed: Manager
Acknowledged: ______________________ (Employee)        Date: ______________
Witness: __________________________        Date: ______________
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