
Friendly reminder email for punctuality

Hi [Employee Name],

I noticed that youâ€™ve been arriving late recently. Just a friendly reminder that timely arrival is

important to keep our team on schedule.

Please try to arrive on time moving forward. Let me know if thereâ€™s any reason for the delays so

we can help.

Thanks,  

[Manager Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/warning-letter-for-late-coming


