Dear Staff,
This letter is being written to inform you about the new policy regarding internet usage decided in the meeting held on [date]. Although we have a very generous internet package for office work, we received an email from the service provider last month that the internet usage was above the allocated limit and advised us to monitor the internet activity of all employees. 
To our disappointment, an investigation into the matter revealed an extremely unprofessional attitude as we discovered that [number] percent of the usage was on social media, gaming, and movie downloads. This is very immature and is not expected from professionals of your caliber. This is unethical too as these facilities are provided in good faith that the employees would not exploit them.
We have decided the following course of action to deal with this issue: A detection software has been installed on the computers and whenever anyone uses the internet for anything other than work, a notification would be sent to the computer administrator who in turn will inform the HR. HR will then call the employee for an explanation and this would be recorded in the employee file maintained for each of you. Furthermore, non-work-related usage is prohibited even during lunch hours.
Please refrain from any such activity which would put you in an awkward position and be a source of embarrassment for you. Looking forward to a more professional attitude from all of you in the future.
Yours sincerely,
[Your Name]
[Designation]
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