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[Date]
To 

[Recipient Name]
[Title]
Dear [Recipient Name]:
The human resource department has bought this to our attention that you have been coming late to work every day. You must know that we are a company which belief in discipline and following policies. This is a serious breach of the rules and very unprofessional as well. As per the policy, if you are late to work for any reason you must report to your line manager. Upon inquiring from your line manager, he never got notified by you for being late.
[bookmark: _GoBack]Please take this letter as a warning and we expect you to improve your behavior in the future.
[Your Name]
[Title]

[Company Name]
[Street Address] [City, ST ZIP Code]
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