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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Shift: [Shift Timing]
Subject: Warning Regarding Irregular Attendance and Late Reporting
Dear [Employee Name],
As per the company's attendance policy, your reporting time is [Start Time] with a grace period of [Number] minutes, and your scheduled departure time is [End Time]. A review of the attendance records for the period [DD/MM/YYYY] to [DD/MM/YYYY] shows the following:
	Date
	Scheduled In
	Actual In
	Scheduled Out
	Actual Out
	Approval on Record

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

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

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

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



In total, [Number] late arrivals and [Number] early departures were recorded without prior approval, which exceeds the limit stated in Clause [Clause Number] of the [Attendance Policy / Standing Orders]. Your reporting manager, [Reporting Manager], has informed HR that this has affected [factual impact, e.g. shift handover or customer coverage].
If any entry above is incorrect or relates to an approved permission, or if there are personal circumstances affecting your reporting time, please submit a written explanation with supporting details within [Number] days of receipt of this letter.
You are advised to report and depart as per your scheduled timings and to apply for permission in advance through [HRMS / Leave System] whenever needed. Late marks will continue to be treated as per the attendance policy, and continued irregularity may lead to further disciplinary action.
Regards,

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