ATTENDANCE REMINDER

___________________________________, this is to remind you that you have been 

tardy __________ days or have missed __________ in the past __________ days.  Our 

attendance guidelines indicate “Three (3) absences and/or tardies, excused or 

unexcused, within a consecutive 30-day period or five (5) absences and/or tardies within 

a 90-day period may be considered excessive absenteeism, and will be subject to
disciplinary action up to and including termination.”  Again, this is a 

reminder not a written warning.








Thank you.

_______________ 




_________________________

Date






Manager/Supervisor Signature








_________________________








Associates Signature

