To
[The Recipient]
[Designation]
Re: Warning for Violating a Company Policy
Dear Mr./Ms. [name],
I [title] [name] from [department name] department am writing to you because we received a complaint on [date] regarding the incident that took place on [date] at [time]. Mr./Ms. [name], when you were hired you signed a contract which clearly stated the terms of your employment and apart from other things also stated the company policies. 
You were hired after you agreed to follow the rules and regulations which govern the office environment in our organization. The company policy is very clear in this regard. There is to be zero tolerance for harassment, foul language, and misbehavior of any sort.
We have made a disciplinary committee that will thoroughly investigate the allegations made against you. After interviewing all the relevant people and the aggrieved party, the committee will decide about the action to be taken.
Your disciplinary committee hearing is to be held on [date] at [time]. You are welcome to present any evidence you might have in your defense.
Yours sincerely,
[Title]
[Name]
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