[Company Logo]   [Company Name]
NOTICE – ATTENDANCE CONCERN
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Frequent Absence from Work – Request for Explanation
Dear [Employee Name],
This notice is to bring to your attention that you have been absent from work on several days between [DD/MM/YYYY] and [DD/MM/YYYY], as detailed below:
	Date(s)
	No. of Days
	Leave Applied?
	Prior Intimation Given?

	[DD/MM/YYYY]
	[No.]
	[Yes / No]
	[Yes / No]

	[DD/MM/YYYY]
	[No.]
	[Yes / No]
	[Yes / No]

	[DD/MM/YYYY]
	[No.]
	[Yes / No]
	[Yes / No]

	[DD/MM/YYYY]
	[No.]
	[Yes / No]
	[Yes / No]



As per the company's Leave Policy, planned leave must be applied for and approved in advance, and unplanned absence must be informed to your reporting manager on the same day. Absence without approval is treated as leave without pay.
We are concerned about this pattern and would like to understand if there is any difficulty — health, family or work-related — that is affecting your attendance. Please submit your explanation in writing to HR by [Date], or meet [HR Name] to discuss it. If you need support, such as medical leave or a temporary change in timing, we will consider it sympathetically.
Please note that regular attendance is a condition of employment. If absences continue without valid reason, the matter may be taken up under the company's disciplinary procedure.

	______________________________
For [Company Name]
[HR Name]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
