Warning Letter for Absence without Notice
Donna Parker
Marketing Manager
Redstone Brans
789 Pollock Street
Pine, AZ 55871

November 24, 2015

Ms. Jessica Dayton
Marketing Officer
Redstone Brands
958 Colben Street
Pine, AZ 22881
Dear Ms. Dayton:

Please note that you have been absent from work on a number of occasions in the previous three months. The management has been lenient until now since you always provided notice. However, the past couple of times that you have been absent, we have not received any intimation from you regarding your reason for not coming in. As you are aware, you are required to notify us of your inability to come in to work prior to your shift, so that other arrangements can be made.

The last three months have been busy ones for the marketing department of Redstone Brands and absence of even one member of the marketing team can spell disaster, since our ability to meet our marketing targets goes down considerably.

Please consider this as the forml warning regarding your un-notified absences. If in the future you intend to take time off, you will need to consult with Mr. Abraham Gosh (Manager Human Resources) to determine your leaves eligibility.

If you do not intend to return to work, please contact me immediately and let me know. If you do not respond to this letter within 5 days of its receipt, we will have no choice but to assume that you have abandoned your employment and do not intend to return to work.
Sincerely,

(Signature)
Donna Parker
Tel: (222) 222-2222
Email: donna @ email . com
