[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Explanation for leaving work premises without permission
Dear Kerr,
On [date], when you were on your shift and working on a very important project, you failed to submit its final report because you left the office premises almost three hours before the completion of your shift. The most disappointing thing regarding this matter is that you did not ask for permission from any responsible officer. Furthermore, when you returned to your work, you were failed to provide a suitable answer to your negligence. Your act is highly unprofessional and has no space here at the XYZ organization. We cannot bear such employees.
[bookmark: _GoBack]Your record was reviewed, and this thing came into our notice this was not the first time when you left the office premises without prior permission. For the last 12 months, you have been guilty of doing this act at least [X] times, and each time you were warned by your manager verbally but it seems that you did not pay any attention to those warnings and carried on with your unprofessionalism.
Considering the above-mentioned circumstances, you have left for us no option but to issue the warning letter. We hope you will reflect positively after the issuance of this letter. If, however, we do not observe any change in your behavior and you involve yourself in this kind of activity again, you will then be subjected to hard disciplinary action that may result in suspension or even termination of your job. Waiting for your reply in terms of positive change.
Yours sincerely,
[XYZ]
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