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

	Date:
	[Date]

	Token / Employee ID:
	[Employee ID]

	Department / Shift:
	[Department] / [Shift]



To,
[Employee Name]
[Designation], [Department]
[Plant Name]
Subject: Warning for Repeated Late Attendance
Dear [Employee Name],

Your shift starts at [Shift Start Time], with a grace period of [Number] minutes. The attendance system records show that you reported late on the following days:
	Date
	Shift
	Scheduled Time
	Punch-in Time
	Minutes Late

	[DD/MM/YYYY]
	[Shift]
	[Time]
	[Time]
	[Number]

	[DD/MM/YYYY]
	[Shift]
	[Time]
	[Time]
	[Number]

	[DD/MM/YYYY]
	[Shift]
	[Time]
	[Time]
	[Number]

	[DD/MM/YYYY]
	[Shift]
	[Time]
	[Time]
	[Number]



Your supervisor, [Reporting Manager], counselled you about this on [Date]. Late arrival delays shift handover and machine start-up, puts extra load on your colleagues, and causes you to miss the shift safety briefing, which is important for your own safety. Repeated late attendance is against the attendance rules in the company's standing orders.
You are hereby warned to report for duty on time. If there is any reason for your late arrival, such as a transport, health or family issue, please explain in writing to the HR department within [Number] days of receiving this letter, so that it can be considered and, where possible, supported.
Please note that if late attendance continues, the company may take further action as per the standing orders, after giving you a fair opportunity to be heard. A copy of this letter will be kept in your personal file.

The contents of this letter have been explained to you in [Language].

Yours faithfully,

	______________________________
For [Company Name]
[Authorised Signatory]
Plant HR / Factory Manager
	______________________________
Received by
[Employee Name]
Signature / Thumb Impression
Date: [Date]
	______________________________
Witness
[Witness Name]
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