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[Date]
Warning Letter for Leaving Work Premises without Permission
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
Subject: Warning for leaving work premises without permission on [DATE]
It has come to our notice that on [date], you left the office without permission. The reason that your absence was noted almost immediately was due to a call from the Head office who needed your input on something related to the project on which our branch is collaborating with them. When they could not get in touch with you on your workstation they contacted your supervisor, who inquired about your whereabouts and discovered that you were not present in the office.
The Entry card swipe record and an inquiry from your colleagues showed that you had arrived on time in the morning but left before the off-time without informing anyone. Your team leader and the department head had no clue about your whereabouts.
Needless to say that this entire episode was very embarrassing for us and left a very bad impression on the Head office about our office discipline and work ethics. Your carelessness has led all of us into a very awkward position and made the head office question our branch’s efficiency and office decorum.
Even if there was an emergency, you should have informed someone before leaving and if your boss was unavailable when you had to leave, you should have left a note for him. This goes against our office culture, and we strongly condemn this practice.
The company policy is very clear in this regard, and we have zero tolerance for such reckless and irresponsible attitudes. Be warned that this attitude would not be tolerated and in case of a repetition of this offense, serious disciplinary action would be taken against you. We hope that you understand the seriousness of this transgression and change your ways for the better.
Yours Sincerely.
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