[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Subject: Query for cash misuse
To
[The Recipient]
Dear Harry,
You have been accused of cash misuse by your manager and therefore being addressed through this letter by me. Being an accountant of this company, you carry an important position since you have to deal with the cash and due to this reason, you are fully responsible for all transactions take place daily.
Last month, you were credited with an amount of [US dollars] in your account. The purpose of crediting you with this amount was to spend it in lieu of purchasing some items in bulk. As per the rules of the company, you kept all the records in form of bills, receipts, and invoices. On reviewing the record, this fact was unveiled that amount you spent in purchasing of items was far less than the actual amount you were credited with. Since you had informed us that the whole credited amount had been consumed, it proves that the cash has been misused by you. I am further looking deep into this matter nowadays.
Dear Harry, we do not have any space for dishonest employees in our company. If, after inquiry, it is proved that you have indulged yourself in this malpractice, you should be ready to face the consequences. Moreover, I have some queries regarding this matter and therefore, I want to meet you personally. You are therefore directed to attend a meeting with me tomorrow in the conference room at the company head office. Non-compliance with the instruction will result in the initiation of further disciplinary action against you.
Yours sincerely,
[XYZ]
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