Date:
To
[The Name]
[Designation]
Dear Ms. Anna Blake,
I am writing to inform you that you have been found in direct breach of company policy and have been reported to HR. It was communicated that you have used the company vehicle without authorization and did not inform the relevant department either.
As a result, the asset had been reported missing for an entire day which has created problems for us. We are warning you to not repeat this action again as this is a direct violation of the company policies.
You have been communicated the policy in detail earlier as well, nevertheless, I have attached a copy of it with this letter too for your reference.
As a result of this breach, you have also been issued a warning letter. We must inform you that after two warning letters, your contract shall be suspended until further notice. We advise you to please take the company policies very seriously and to never breach them again or else strict action will be taken against you.
In addition, you must visit the HR office tomorrow and sign a document with us stating that you have been using the company asset without permission. You will also state that you take full responsibility for any damages that might have been incurred to the property during its unauthorized use.
We hope that you will pay heed to this warning and make amends. We hope to see you tomorrow in our office to discuss this.
Regards
Senior HR manager.
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