[Company Name]
[Address]
[Contact]
[Website]
Date:
Subject: Hospital late attendance explanation letter
Dear Kerry,
Being punctual and efficient at the same time are the traits that are not found in every individual around us. The professionalism in an employee can be reflected through these traits and also these are considered to be present in employees of any organization for the sake of smooth functioning. Since last month, I have been observing that the biometric attendance machine shows your presence after 30 to 40 minutes when your duty starts which is a clear indication of the fact that you are in a habit of coming late in the hospital which is not good at all.
Mr. Kerry, you know that hospital is a place where an emergency case can come at any time and latecomers disturb the smooth functioning of a hospital. Not only me but the head of the HR department also noticed this irregularity in your attendance. Consequently, he talked with me about you and directed me to issue an explanation letter. You have to satisfy us with your answer that why attendance had been marked late.
[bookmark: _GoBack]Moreover, from now onward this is to be kept in mind that three late attendances in a single month will be considered as a full day absent and salary for such will also be deducted. So, keep in mind the deadline of 48 hours during which you have to submit your answer. In case of non-compliance with instructions, severe disciplinary action will be initiated against you.
Yours sincerely,
[XYZ]
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