WARNING:  UNAUTHORISED ABSENCE

To

……………………………..

……………………………..


Your attention is invited to your unauthorized absence on as many as ______ occasions in the month of ______ which was intimated to you by our letter dated ________ . 
During the period from ___ to ____ you have again unauthorisedly stayed away from work on as many as _______ occasions. 

You had again been by your letter dated ___ asked to submit your explanation in writing which you have failed to do so.


You are hereby warned that if you fail to improve your attendance, the Management shall be constrained to take a more severe disciplinary action in future.

Authorised Signatory.

…………………..
