
Provisional Warning Letter for Pending Absence Investigation

Subject: Provisional Warning for Attendance Issue  

Dear [Employee Name],  

This letter serves as a provisional warning regarding your absence on [Date(s)]. The circumstances

of your absence are currently under review.  

Depending on the findings, further action may be taken in line with company policy. Please provide

any explanation or supporting documentation regarding your absence immediately.  

Sincerely,  

[Manager Name]  

[Position]  

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/warning-letter-to-employee-for-not-coming-to-work


