Date: 
Warning Letter

Employee Name
Designation
Deptt

Subject: Late Coming
             

It has been observed from your attendance record that you are regularly coming late to office. In spite of the fact that you have been verbally advised to improve your attendance you have not shown any improvement. 
In view of this, you are advised to strictly start following the office timings with immediate effect failing which we will be compelled to take some strict action against you.
Please sign a copy of this letter in acknowledgement of receipt of this letter.

Hope to see you complying with the company rules.

For,
Authorised Signatory
