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Notice
To: Recipient Name
From: Your Name
CC: CC Name
It has observed that there are a lot of irregularities and indiscipline in the entire staff of the company. The late coming of the employees has been recorded several times which is seriously affecting the productivity of the employee and growth of the company.
The organization always understands the genuine reason for being late and cooperates with its employees. However, it must take strict actions when the employee starts taking this privilege for granted. So, from now onwards, no request of the employee for coming late would be acceptable.
Henceforth, it is to inform that if the management of the company find any employee coming late to work, the strict action will be taken against him/her according to the agreed upon terms and conditions of the job. Some of the serious actions include the deduction in the salary of the employee. It is therefore expected that the employee will be at work in right time.
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