[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Warning for absent without information

Dear Smith,
I, being the manager of the Stars Marketing company, reserve the full right to issue you this warning letter on account of being absent on many occasions without informing me. This change in your behavior has been observed for the last three months which is very strange because every time you availed any leave, you informed the office well before time. However, the office has not been informed even for a single time for the last three months. 
Mr. Smith, recall that time when you had signed the contract with us and it was clearly written that you must inform the management well before time in case you avail any leave so that an alternate could be arranged for work. But you did not keep this thing in mind.
You cannot measure the extent of loss the company had to bear owing to your absence without intimation because it was the peak season in terms of marketing activities. During this particular season, every single potential visit of a marketing person carries importance. Since you did not visit the market on a number of occasions, therefore, it proved disastrous for the company and targets have not been achieved for the last three months.
Keeping in view your past performance and services the company is not taking any serious step against you but issuing you this warning letter formally. From now onward, you will have to contact Mr. Jackson in case you want any day off because your leave balance is running short and you have to prove your eligibility first.
[bookmark: _GoBack]Moreover, you are advised to abide by the company rules and follow all the above-mentioned directions. In case of further noncompliance, you will be liable to disciplinary action which might be in the form of suspension or termination of your job.
Yours sincerely,
[XYZ]
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