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Dear Recipient Name:
Mr. Joe, you have overseen managing the attendance of your department as our system is currently out of order. During your duty, it was observed that you have given undue favors to your friend colleague Mr. Fred. Fred has been late at the office for a continuous period of 5 days; you have marked him being present on time every time he came late.
[bookmark: _GoBack]Your undue favor to him has offended others as well. You are hereby warned to keep your friendship apart from business as this will not be tolerated anymore. As for now, Mr. James will work with you in attendance managing. Any further disruption by you will lead to serious action taken against you. Hope to see a positive change.
Sincerely,
Your Name
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