[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Warning for misuse of electricity in the office

Dear employees,
I am Hood, CEO of the company and I have been forced to issue this warning letter when yesterday, I received the electricity bill which was showing an excessive usage of electricity as compare to previous months which is an unacceptable and unethical thing as well.   
Being a precious resource, electricity must be conserved, and its usage must be minimized. Excessive usage of electricity is not only problematic for the environment but also creates financial problems for the company. Everyone in the office is aware of the fact that a fair electricity policy was introduced last year keeping in view the same problem. It was clearly mentioned that electricity will only be used for work-related tasks and all those tasks mentioned under section [mention number] of company rules. Misusing in any form has been declared as outlawed and could result in strict disciplinary action.
[bookmark: _GoBack]Through this letter, you all are hereby warned that all the company's belongings including the electricity must be used only when these are needed. It must be mentioned here that the kind of behavior being shown by you all in terms of using electricity is usually considered as misconduct at the workplace and we have no space for such conduct of the employees. Electric appliances including fans, heaters, lights are meant to be used only during working, and during off time, these must be nonfunctional.
So be alert and stop misusing electricity in the office. Moreover, any employee found misusing the electricity or other belongings of the company, severe action will be taken keeping in view the nature of the incident.
Yours sincerely,
[XYZ]
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