Informal Attendance Reminder Letter

Subject: Attendance Reminder

Hi [Employee Name],

Wea€™ve noticed several instances of lateness and absenteeism over the past month. Please
make sure to adhere to the scheduled working hours to avoid further issues.

If you are facing any challenges affecting your attendance, feel free to discuss them with HR.
Thank you,

[Supervisor Name]

Get more templates here: https://www.lettersandtemplates.com/letters/attendance-discipline-letter




