[Company Logo]   [Company Name]
WARNING LETTER – LATE ARRIVAL
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Written Warning for Repeated Late Arrival
Dear [Employee Name],
Our attendance records show that you reported to work after the scheduled start time of [HH:MM] on the dates below, during the period [DD/MM/YYYY] to [DD/MM/YYYY]:
	Date
	Scheduled Time
	Actual In-Time
	Delay (mins)

	[DD/MM/YYYY]
	[HH:MM]
	[HH:MM]
	[Mins]

	[DD/MM/YYYY]
	[HH:MM]
	[HH:MM]
	[Mins]

	[DD/MM/YYYY]
	[HH:MM]
	[HH:MM]
	[Mins]

	[DD/MM/YYYY]
	[HH:MM]
	[HH:MM]
	[Mins]



You were earlier reminded about punctuality on [DD/MM/YYYY] by verbal discussion / notice no. [Reference Number]. Clause [No.] of the company's Attendance Policy requires employees to report on time and to inform their reporting manager in advance of any unavoidable delay.
Before deciding any further action, we would like to hear from you. If there is a reason for these late arrivals that we should take into account, please share it in writing with HR by [Date]. If you are facing a personal difficulty, you may also discuss options such as a temporary timing adjustment with [Reporting Manager].
This letter is a formal warning and will be placed on your personnel file. We expect consistent punctuality from you over the next [30/60] days, after which your attendance will be reviewed. Continued late arrival without valid reason may lead to further action in accordance with company policy.
We are confident that you will take this matter seriously.

	______________________________
For [Company Name]
[HR Name]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
(Signature confirms receipt only)
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