[Company Name]
[Address]
Re. Counseling for Excessive Absenteeism Notified by the Department

Dear Angel,
This letter has been served as a counseling note to you on your irregularity at work. I am Benedict Anderson; the General Manager of the company and I am composing to show my concerns about your chronic absence in the office. It has been notified by your department that you have not been regular at work and not punctual. According to the recent attendance policy of the company, this complaint can charge you with grave sanctions in the form of a fine, deduction in salary, or termination followed by a warning letter. I have also been informed about the causes of your absence and they are not serious in their matter of commitment. Absenteeism and uninformed leaves can trouble you at the workplace not only with sanctions but also by spoiling your image in the office.
You have been a competent and hardworking employee of the company and we consider you one of the forerunners of the company’s Information Technology department. You have been a regular employee since you joined the office but now it is reciprocated by your excessive absence. It has been confirmed by your immediate supervisor that you have remained absent many days in the last month without even informing your department. This attitude is one of the most condemnable behaviors as without regularity nothing can be achieved.
Punctuality and regularity are key factors for success and to get the desired results out of your business. We consider our employees our captains who run the company with their endless efforts and untiring industrious working. When I was told about your absenteeism, I asked them for your attendance report which has verily disappointed me. In this proceeding month, you have been absent for seven days in the first half of the month. It has been verified that the reasons for your absence remained familial or related to your studies.
Angel, you are working with an established firm that has expanded its business to three other cities and has been internationally recognized at well-reputed forums. This company cannot compromise over professionality and punctuality because these two factors are the main shooters for success and effective functionality of the operations.
With the above description, I would like you to understand the importance of punctuality in the workplace as it is dishonesty with work and the employer and unprofessional unequivocally. Neglecting your work for other irregular appointments and commitments can cost you a fading bright career and place in the office.
I expect you to improve your regularity in the office rapidly and report to me your next week’s attendance on 20-12-20XX. Moreover, you are advised to write an apology letter or email to your supervisor asking to pardon you for your excessive absence in the office.
For any further discussion on the matter or query, you can visit my office from 12 PM to 3 PM or write to me at [email]. Thank you.
Regards
Benedict Anderson,
The General Manager
Suarte Miller Constructions
23-A ST Square, California, USA
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