[Company name]
[Company Address]
[Date today]

Dear [Recipient's name]:

Following our discussions on [today] in the presence of [management witness] I confirm the following: 

Since [Date] you have been absent from work for a total of [Number] of days
We are keen to act in your own interests as well as those of the business, and I feel sure that you will appreciate the adverse effect that such absence has on the running of your department. 
I confirm that we will continue to closely monitor your attendance record and will aim to provide any support that you require to improve this. However, should the current level of absence not improve significantly over the forthcoming weeks/month then we will have to seriously review for how long we can continue to employ you in this capacity.

We very much hope that your health and attendance will improve.

Please contact me if I can be of any assistance.
Yours faithfully,
[Sign here]

[Your name, title]

[Company name]
