To
[The Recipient Name]
[Designation]
[Company Name]
Mr. [Name Here]
This letter is being issued in response to your manager’s complaint regarding your inadequate presence at the workplace. You have exceeded the number of allowed casual and sick leaves this year. This has affected your work performance and has increased the burden on your teammates. You must establish regularity to avoid facing disciplinary action.
The company sympathizes with you for your mother’s poor health condition. This has been the reason for your frequent leaves from the office. However, we do not tolerate absenteeism from the job as it leads to missed targets, delayed work, and overall poor work performance. You must, therefore, make alternate arrangements to take care of your mother. Make sure your work performance is not affected in any way in the future.
In case you continue to be absent from work, the company will have no choice but to replace you with a more efficient and dedicated employee. Therefore, to retain your job, you are strictly advised to focus on your work and observe regularity and punctuality.
[Your Name]
[Designation]
[Company Name]
Date:
Note: [write here]
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