1st Warning for Coming Late to Work
Date: [DD/MM/YYYY]
To: [Employee Name]
Designation: [Employee's Job Title]
Employee ID: [Employee ID]
Subject: Formal Warning for Habitual Late Reporting
Dear [Employee Name],
We've noticed that you've been regularly reporting to work late. Your login records over [mention duration] show repeated delays, even after verbal reminders.
Punctuality is a basic expectation for all employees, and it matters for keeping work flowing smoothly. This pattern is being seen as a lack of discipline and regard for company policy.
Consider this a formal warning. Further instances of late arrival may lead to disciplinary action, including a pay deduction or suspension.
Please correct this habit with immediate effect.
Sincerely,
[Manager's Name]
[Designation]
[Company Name]
