
Formal response to warning letter regarding tardiness

Dear [Manager's Name], 

I have received your warning regarding my repeated tardiness. 

I understand the impact this has on the team and sincerely apologize for any inconvenience caused.

I have implemented measures to improve my punctuality and will ensure adherence to the

companyâ€™s policies. 

Thank you for bringing this matter to my attention.

Get more templates here: 

https://www.lettersandtemplates.com/letters/how-to-respond-to-a-warning-letter-at-work


