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     Inter Aide
P.O. Box 31 405

Area 14  Plot 65

Lilongwe 3  Malawi

Tel/fax: 01 758 839
Cell : 08 578 360 
Email:interaide.ll.health@gmail.com
Mitundu, 9th January 2014
To 
    Mr. K
Subject 
Warning for leaving duty station and false timesheets
Dear Mr. K
From the 20th December to the 6th January you were required to work as a security guard while the office was closed for the holidays. However, on five of those days (22nd, 23rd, 24th, 25th, 29th Dec) you were either late for your shift or left early. On four of those days you put the incorrect time on the time sheet. This was identified during an audit of the security camera records on the 7th January 2013.
Failing to be at your duty station when on shift, and writing false time sheets, is misconduct according to the Terms of Service and the Procedure Manual. Therefore, this letter serves as your second written warning. Since you did this repeatedly throughout the holiday period you are also being suspended without pay for two weeks.

If you are late again without reason, or you engage in any other type of misconduct, you will be immediately dismissed.
Regards

Piroska Bisits Bullen

Program Manager – Child Health Central Region

Signature Mr. K

    Signature Mr. Thomas Banda (Team Leader)
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