Date:

To:

Employee Name



Job Title

From:

Supervisor/Manager



Job Title

Cc:

Subject:
Written Warning for Absence/Lateness 

Since our last discussion on (DATE), you have incurred additional documented absences/lateness on (DATE).  This is an unacceptable absence/lateness record.  Therefore, this memo will serve to advise you that you are being placed on Written Warning for Absence/Lateness effective immediately.  This Written Warning period will end on (DATE).     

Any future absence days throughout this period will be unpaid and will result in your being placed on probation for absence/lateness.  It is my hope that you understand the seriousness of the situation and will strive to improve your absence record immediately.

Please feel free to contact me should you have any questions/concerns or need any additional clarification regarding the Company’s expectations in this area.

_______________________________

Supervisor/Manager’s Signature

I have read and understand the above, and I have received a copy of this document.

_______________________________


___________________

Employee’s Signature




DATE


