[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Warning letter for tampering timecard
Dear Mark,
Yesterday, I received an email from the HR department and felt shocked to know that you have been found to be involved in time theft through the shameful act of tampering in your timecard. It was shocking news for me because you have been with us for the last 15 years and had stood by us through thick and thin but this act of yours is beyond the level of understanding. Anyways, by committing this crime, you have lost your worth in our company and have deteriorated our employer-employee relationship.
[bookmark: _GoBack]This shameful act of yours comes under the heading of crimes in business terms and you have made yourself liable to disciplinary action. But then, considering your previous services for us, we have decided to issue you a warning letter this time. Next time, if you are found in such activities, you will not only be terminated straight away but the money you have earned through tampering will also be recovered.
Hopefully, we shall see a positive change in your behavior from now onward.
Yours sincerely,
[XYZ]
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