[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Subject: Query for cash misuse
To
[The Recipient]
Dear Harry,
This letter is being issued to you in response to your manager’s complaint in which he has blamed you for company cash misuse. As per his complaint, you were given a big responsibility to purchase some needed items in bulk amount. For this purpose, you were also provided with an amount of [US dollars] which had to be used in lieu of purchasing those items.
A few days ago, receipts of bills and other invoices were cross checked, and my team found some discrepancies in cash. Moreover, some of the items which you claimed to have purchased were not found in the storeroom while you have kept the receipts of all such items in your record as well.
All these circumstances are showing that you have really been accused of misusing the cash and your manager has lodged the right complaint against you.
Mr. Alex, I want to inform you that we have no space for such employees in our company and we deal with them strictly. You have been working with us for the last ten years and I was not expecting this kind of behavior at least from your side. Keeping in view your past performance in mind, before taking any serious step, I have some queries in my mind regarding this issue. You are therefore requiring meeting me at the head office tomorrow at 10 a.m. sharp. You will be given the right to say in your defense. Make sure your presence at a specified time.
Yours sincerely,
[XYZ]
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