[Company Name]
[Address]
[Contact]
[Website]
Date:
Subject: Warning letter to employees for leaking salary details

Dear Henry,
Through one of our reliable sources, disturbing news has been brought to our attention about you. Accordingly, you have been found to leak confidential information of the company to Mr. James, who is an employee of XYZ company, and this is of such nature that it can work against the wellbeing of the company.
As reported by our resource, you have been alleged to provide the following information to a third party;
· Leaking your salary information to employees of XYZ Company.
· Business strategies and plans for XYZ projects.
We were not expecting such kind of irresponsible behavior from you at least. You know this thing very well that Mr. James works in the XYZ Company which is producing the same entities as us. Looking from this angle, they are our competitors in one way because their industry is the same as us. 
Since the day first you joined us, you were entered into a contract with us according to which you must abide by all laws and policies of the company and bound not to disclose secrete information of the company which may work against its interests. Disclosure of information regarding the company is a clear violation of the company’s nondisclosure act and under clause no. 18 of this act, such matters will be dealt with strictly as per the existing laws of the company.
[bookmark: _GoBack]A meeting regarding this matter was held in presence of your manager and other officials of the company on 15th of August, 20XX in which it was decided that a warning letter was to be issued to you and it was also decided that any further violation of such kind may prove disastrous, leading to suspension, demotion or even termination from the job. So, we hope you will improve yourself and keep all the company’s information as secrete.
Yours sincerely,
[XYZ]
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