To
[The Recipient Name]
[Designation]
Dear Mr. [name]
I [Title] [Name] am writing to you on behalf of the [department name] regarding the excessive account usage by you on the work trip to [city name] on [date]. You were allocated a TADA of [amount] from the company’s account.
This is a perfectly reasonable amount considering that you only had to stay there for a day and this not only covers your travel expenses but also the meals you had and the hotel stay charges. You have used an additional amount of [number]. This is not only against company policy but also unfair to the other employees. You are hereby, informed that this amount would be deducted from your next month’s pay. Please be careful to stay within the budget from next time onwards as it reflects badly on you as a person and is highly unreasonable.
Looking forward to more responsible conduct from you in the future,
Yours sincerely,
[Your Name]
[Designation]
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