Date:
To
[The Name]
[Designation]
I am writing this letter to inform you that you have been in direct violation of a company policy. We have been informed that you have been using office stationery items for your own personal use and have taken several items home which were office property.
These items are missing from the inventory and were reported missing to HR by the relevant department. As you are aware it is mentioned in the contract that employees have no permission to utilize any office items for personal use and are not allowed to take office property to home.
Therefore, we are issuing you a warning letter for this breach of policy and after two warnings, you will be issued temporary suspension from the service.
We wish to see you in the HR office by tomorrow and discuss this matter. Please return all the office items to us or pay their relevant amount to the HR office.
In addition, we also want you to sign the document stating that you took the items from the office and will return them as soon as possible.
We advise you to be careful in the future regarding company policies as we have never been lax about them and expect our employees to take them very seriously too. We hope that this stern word of warning will be taken seriously, and this action will not be repeated.
Regards,
Office Management.
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