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Date
To

Recipient Name
Title
Company Name
Street Address City, ST ZIP Code
Dear Recipient Name:
This is a formal letter to warn all the employees of their off and on absence on Fridays & Mondays. This issue has become job threatening indeed for all of you and you are not showing any serious concerns about it. Since everyone knows that your Saturdays & Sundays are already off, we cannot afford this much long weekend if you stay absent on Fridays & Mondays.
[bookmark: _GoBack]A warning letter has become the need of the hour to restrict you from your rough routines & make you realize the importance of being regular. The company has decided to deduct the salary of three days if you stay absent on Fridays & Mondays.
Absenteeism on these two specific days shows your lack of interest & dedication for your job & also grades you as an extremely irresponsible person.
The company cannot withstand such an irresponsible attitude & that is why you are informed if you do not quit this practice, you will be terminated without issuing further warning notices.
We cannot put the reputation of our company at stake. You are advised to take this warning letter as the final one. In otherwise, you will swiftly be dismissed from your job.
Sincerely,
Your Name
Street Address City, ST ZIP Code | Phone | Email
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