Dear Mr. [name]
I [Title] [Name] am writing to you on behalf of the [department name] regarding the application we received from you demanding the payment of your internet bill. This is highly irregular. You claim that since you were working on the [name] project, your internet bill has doubled and hence the company should reimburse you.
We do not agree with this claim as the said project was not assigned as a task to be done at home. You were welcome to stay in the office for as long as required to complete the task. However, if you want to go home and complete it there, for your own convenience, we are not bound to pay your internet bill. 
We would also like to mention that the rest of your team has in fact stayed back and worked on the project from the office. Working from home is a privilege we offer, for our employees’ convenience but if it leads to such unreasonable demands, we would be forced to stop this practice.
Please refrain from making such absurd demands as they characterize you as an irresponsible person. We did not expect this from a valued employee like you. We expect more mature and reasonable behavior from you in the future.
Yours sincerely,
[Your Name]
[Designation]
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