To : «name»       («emp_no»)

From : The Management





«letter_date»
RE: ADVICE LETTER

This is to inform you  that the management has decided to give you «notice_no»  warning 

because of your poor attendance/ late coming.
Below is the attendance late coming and absent for the month «letter_date».
	Descriptions
	Times

	Late
	«late_Jan»

	Absent
	«abs_Jan»


Lastly, the management advises you to change your working attitude, otherwise will have no alternative but to take necessary disciplinary action.

 Thank you.

Your faithfully,

…………………………………….

«reported_by»
c.c: 
c.c:

I hereby acknowledge and admit that have committed the above offences as stated and promise that will not repeat this offence again.

……………………………………..

«name»
I/C No
: «passportic» 

Date
:

