Your Name]
Your Position]
Your Company/Organization]

[

[

[

[

[City, State, Zip Code]

[Email Address]

[Phone Number]

[

[Recipient's Name]

[Recipient's Position]

[Recipient's Company/Organization]

[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

Subject: Improved Attendance Management

I hope this message finds you well.

In our ongoing efforts to enhance productivity and foster a positive work
environment, I would like to propose a new initiative aimed at improving
attendance management within our team.

[Insert brief explanation of the current issues related to attendance

management] .

To address these challenges, I suggest the following measures:
1. [Measure 1l: Description]

2. [Measure 2: Description]

3. [Measure 3: Description]

Implementing these measures will not only help track attendance more
effectively but also support our employees in managing their work-1life
balance.

I would appreciate your feedback on this proposal and look forward to
discussing this further.

Thank you for considering these suggestions.

Best regards,

[Your Name]

[Your Position]



