[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Warning for misuse of electricity in office
Dear Johnson,
[bookmark: _GoBack]I reserve my full rights to issue you this warning letter on account of misusing the electricity during and after working hours. No doubt you are working as an assistant manager in this company and have been allocated a separate office within office premises but the policies regarding usage of electricity and other company belongings have been made for all employees regardless of their posts and these are meant to be followed by all means.
Your manager has following allegations:
· All employees go outside during off time for taking tea, but you make your own using an electric kettle.
· Since there are central heating and cooling system in the office, you do not follow the rules and use the electric heater in your own room.
· You get your room locked during off time leaving on electric appliances.
Usage of electricity within certain limits is allowed only during working hours but the way you are using it is totally unacceptable. My dear, your manager has already warned you to refrain from such behavior, but it seems that you did not pay much attention. So please consider it as a formal warning letter from my side now. Please take this letter seriously and make sure not to show such mistakes in the future to avoid any inconvenience.
Yours sincerely,
[XYZ]
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