[Company Logo]   [Company Name]
ABSENTEEISM WARNING LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Concern Regarding Frequent Absence from Work
Dear [Employee Name],
The HR department has reviewed your leave and attendance records for the period [DD/MM/YYYY] to [DD/MM/YYYY]. The summary is given below:
	Type of Absence
	Number of Days
	Dates
	Intimation Given

	Sick leave
	[Number]
	[Dates]
	[Prior / Same day / None]

	Casual leave
	[Number]
	[Dates]
	[Prior / Same day / None]

	Loss of pay
	[Number]
	[Dates]
	[Prior / Same day / None]



It has been observed that [neutral description of the pattern, e.g. most absences were on Mondays or immediately after holidays, and intimation was given after the start of the shift]. Clause [Clause Number] of the company's [Leave Policy / Standing Orders] requires leave to be applied for in advance, and unplanned leave to be informed to the reporting manager before the start of the working day.
We understand that there may be health or personal reasons behind these absences. If so, please speak to [HR Name] in confidence. The company can discuss options such as [medical leave, change in shift, or other support available under policy].
You are requested to submit a written explanation for the above absences, with medical certificates where applicable, within [Number] days of receipt of this letter.
Going forward, please follow the leave procedure strictly. Your attendance will be reviewed on [Review Date]. Continued frequent absence without following the procedure may lead to further action as per company policy.
Yours sincerely,

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