


To
[The Recipient Name]
[Business address]
I am writing to caution you about the incident reported to HR on [date]. We as a restaurant, are a service industry and it is our task to ensure that the clients visiting us are comfortable and can enjoy their food in a peaceful and calm environment. The ambiance is just as important as the food we serve.
You were found smoking around the men’s washrooms and the smoke had spread all over the serving area on the terrace. The harmful effects of passive smoking are known to all and since we serve families in that area, a lot of very young children were present there and their families complained at once to the management. We have also come to know about one family who left the hotel as they felt disgusted by the cigarette smoke.
This kind of unprofessional attitude has no place in our restaurant, and we would not tolerate this. Consider this a warning, if a similar situation arises again, we would be forced to terminate your contract.
Looking forward to more responsible behavior from your side in the future.
Yours sincerely,
[Your Name]
[Address]
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