[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
[bookmark: _GoBack]Subject: Warning letter for tampering timecard

Dear Spencer,
I am feeling great disappointment while writing you this letter that you have been caught red-handed while tampering your timecard. No doubt, we have developed a smart and efficient system in order to trace the frauds in the employees’ timecard. It was also having some drawbacks and you took advantage of these faults and added those hours during which you had not worked at all. Since you are a senior employee of this company, I was not expecting such kind of behavior at least from your side. You should have left an example for your juniors in terms of honesty and hardworking, but you are making them learn the new ways to commit fraud which is very shameful.
Being an employee of this company, you must be loyal to us and refrain yourself from doing any kind of corruption including time theft. We pay you for the time you spend in the office doing your work. Tampering with your timecard means that the money you have earned through this way is not legit.
Considering this as your first-ever mistake, we are not taking serious disciplinary action for your unprofessional act which might be counted as a professional crime. We are issuing you with this warning letter instead. You are suggested to improve yourself and make sure not to involve yourself in such a shameful act again.
Yours sincerely,
[XYZ]
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