[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Warning for stealing money from office
Dear Johnson,
I, being the CEO of XYZ company have full rights to issue you this warning letter on account of your misconduct which took place in the form of stealing money from Mr. Roberts’s office on the 9th of September, 20XX.
On the above-mentioned date, as it was recorded by CCTV cameras of the office, you were found to enter the Assistant Manager’s office after working hours. It was also seen that you entered having nothing in your hand but when you came out of the room, you had a bundle of currency notes in your hand. This matter came into my notice after Mr. Robert lodged a complaint in my office. After investigation, I came to know that you had been given no authority to enter his office and that you entered there with full intentions of stealing.
[bookmark: _GoBack]This is a highly unethical act and must be rewarded with immediate termination from job but your manager, after conducting a meeting with me, requested me not to terminate you keeping in view your previous performance. Therefore, I decided to issue this warning letter along with order to return all the stolen money within 24 hours. In addition, you will apologize for the aggrieved Mr. Robert verbally as well as in writing. In case of non-compliance with the instructions, you will have to face the court proceedings on account of the misconduct of stealing.
Moreover, you will have to sign a surety bond in which you will assure us to refrain from such unethical activities in the future and reflect yourself positively.
Yours sincerely,
[XYZ]
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