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[Date]
To

[Recipient Name]
[Title]
[Company Name]
Subject:                Notice to deduct salary for the late coming
It has been observed from your time in records that you have been arriving late to work frequently for more than two months. Earlier you were given a warning that serious action will be taken against you if you continue to come to work late. However, since the last warning four weeks ago, you have been late on thirteen days. This non-punctuality bears a negative effect on the organizational environment as well as productivity.
Please note that in future the organization will deduct a fine from your salary for late coming. The deductions will be based on an hourly rate and delay of 30 or more minutes will be counted the same as an hour.
We expect all our employees to strictly adhere to office timings to maintain office decorum and achieve optimal efficiency.
Sincerely,
Name of authorized person
Human Resources Department
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