
Attendance Reminder 

Dear [Employee's Name], 

This is a friendly reminder regarding your attendance. 

Please ensure that you are following the attendance schedule as outlined in the company policy. 

If you have any questions or issues regarding your attendance, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


