[Company Logo]   [Company Name]
NOTICE OF POLICY NON-COMPLIANCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Final deadline:
	[DD/MM/YYYY]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Pending Mandatory Requirement – [Requirement Name]
Dear [Employee Name],
Under the company's [Policy Name], all employees in your role are required to [requirement, e.g. complete the annual POSH awareness module / submit the conflict-of-interest declaration / renew the forklift operator certificate] by [Original Due Date].
Our records show that this is still pending, although reminders were sent on:
	Reminder
	Date
	Mode

	First reminder
	[DD/MM/YYYY]
	[Email / HRMS]

	Second reminder
	[DD/MM/YYYY]
	[Email / HRMS]

	Manager follow-up
	[DD/MM/YYYY]
	[Email / In person]



You are required to complete this requirement on or before [DD/MM/YYYY]. You can do so by:
1. [Step 1, e.g. Logging in to the LMS at (link) and completing Module X]
1. [Step 2, e.g. Submitting the signed form to HR]
1. Contacting [HR Name] at [HR Email] if you need help or a supervised session
As per Clause [Clause Number] of the [Policy Name], if the requirement is not completed by the final deadline, [consequence as per policy, e.g. your access to the shop floor / system will be suspended until completion], and the matter may be referred to your department head.
If there is a genuine reason why you have been unable to complete this, please inform HR in writing before the deadline.
Copy to: [Reporting Manager]

	______________________________
For [Company Name]
[HR Name]
HR / Compliance
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