Date:
To
[The Recipient Name]
[Department]
This letter serves as a suspension letter to you. You have been suspended from your post {Enter Designation} for a span of ten working days which are going to be unpaid.   
It was brought to the light by the HR manager that you have been showing up late for the office for quite some time from now and despite getting several verbal warnings, you did not mend your way or came up with some real reasons for that. Being a part of our renowned institution, {Company Name} you should know the importance of time and regulation. Moreover, this is clearly mentioned in our appointment letter that we do not allow more than three late comings and otherwise, your one-day salary is deducted on every late arrival.
But sadly, nothing could regulate you to be on time and now it has become a kind of a routine matter for you. It is also said that you never come up with some genuine reason for always being behind the schedule. You are advised to redeem your attitude during this time of suspension and appear before the disciplinary committee at 2 pm sharp tomorrow since you owe an explanation to them.
We really wish to work with you in the longer runs but not with this unprofessional attitude for sure. You have been a real asset for the company and we always adored that but to take this for granted is forbidden. Hope to see some real change in no time to avoid your dismissal from the post.
Sincerely, 
[Your Name]
[Designation]
[Department]
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