Notice for Coming Late

To

……………………………..

……………………………..


It has been brought to my notice that you are in the habit of coming late to work. I have also been informed that you have been reprimanded / warned many a time for this lapse on your part. But it seems that these warnings have had no effect on you and you continue to be late in your attendance. This lapse on your part not only causes dislocation of work, but also undermines the discipline among other workers. 


You are, therefore, advised in writing to come to work in time everyday, which is one of the basic conditions of your employment. It is expected that you will be more careful in future.

Authorised Signatory.

……………………….
