[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
To
[The Recipient]
It is being informed to all the employees that the undersigned paid a surprise visit on [date] to the company office located at [place name]. During the visit, it was found that out of 20 employees, 10 were late by 10 to 15 minutes which was painful. Undersigned, when asked the manager about latecomers, was informed that all latecomers are habitual and despite being issued with warning letters, they have not brought a positive change in their behavior. 
Keeping in view this alarming situation, a meeting of all department heads was called. The agenda of that meeting was to deal with latecomers in an effective and efficient way. Following points were decided with respect to late coming policy:
· All employees must reach the office 5 minutes before the start of office time.
· Biometric attendance is a must for all the employees and will not be compromised in any case.
· Coming late to the office by 10 minutes will be reprimanded by the department head or manager.
· If the late comings pile up to three in number, it will be considered as one absent from office work and one day pay of such employee will also be deducted from his salary.
· If an employee is in serious need of getting late from the office, s/he is supposed to inform the office earlier. However, such excuses will only be entertained if supported by valid documentary proofs, if applicable.
· Late comings for more than 6 times during a single month will lead towards suspension of such an employee.
The purpose of the above-mentioned policy is to put habitual late comers back onto the track. I hope this policy will be followed in letter and spirit.
Sincerely,
[XYZ]
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