[Company Name]
[Address]
[Contact]
[Website]
Date:
Subject: Warning letter to employees for leaking salary details
Dear Johnson,
We were informed by one of your colleagues that you are involved in leaking your salary details to the employees of XYZ Company. It is not the first time you showed this kind of carelessness. You have also been warned by your supervisor, but you did not take it seriously, as reported by him.
Mr. Johnson, you are a worthy employee of the company and we value you because of your work but disclosure or leaking of such secrete information regarding the company will not be tolerated in any situation. When you signed the contract with us, you were instructed to keep all the company’s information secrete including your salary details, but it seems that you have failed to do so. By showing such carelessness, you have made yourself liable for disciplinary action for not keeping your salary details secrete.
Keeping in view your previous performance, instead of initiating a serious disciplinary action, we are issuing you with this warning letter only. We hope you will surely refrain from such an attitude in the future. Further breaching of the company’s nondisclosure act will lead to severe disciplinary action. We await a positive change in you.
[bookmark: _GoBack]Yours sincerely,
[XYZ]
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