Ref No. 

Date-20-04-2011

To,

It has been observed from your attendance records that you are absent since __________

You have neither submitted your leave application duly approved by HOD nor informed the undersigned the reason of your continuous absence.

Your above absence amounts unauthorised absence till date, you are therefore requested to resume duty at the earliest with written explanation for your absence as to why disciplinary action should not be taken against you.

Kindly acknowledge receipt.

For 

Signatory

