Date:
To
[The Recipient]
This thing has been notified by perturbed authorities that you remained absent from the work without asking for or taking prior consent from your manager. From 12th July to 3rd August, you came to the office only for six days. This is regarded as a symbol of serious dereliction of duties counterman deliberate insubordination. If you take leave without informing before time, then you are comporting unethically and paving a way for disciplinary action to be taken against you. 
Hereby you are warned to not continue this attitude in the future. In case if you do you will entreat pertinent punitive action. As in past, you have not taken uninformed leave, therefore, it is requested to you to explain unsanctioned leave in next two days after coming by this letter. One copy of the same letter has also been kept in your employee’s file. Kindly take the warning seriously.
[Your Name]
[Designation]
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