[Your Name]
[Company Name]
[Address]
[Contact]
[Website]
Subject: Spot negligence in following dress code on [DATE]
Dear Edward,
My name is Jackson and being the CEO of this company, I have full rights to issue this warning letter in response to your negligence and unprofessionalism which took place in the form of breaching the dress code of the company. 
During my visit to your office last Thursday, I observed that you were dressed in jeans, a T-shirt, and joggers. I was highly surprised to see this much negligence from your side. Your manager also complained to me that was not the first time when you breached the dress code. Remember, you are one of the senior employees of the company and such negligence was not being expected from you. Such kind of dressing is feasible only in case of a company trip, but you were present in the office during working hours.
The company has issued several circulars in this regard that an employee needs to be dressed in dress pants, a shirt, and a necktie. 
As per the rules of the company, if an employee violates the dress code despite warnings, he would be dealt with strictly, and his salary could also be deducted on account of a serious violation. But in your case, considering your seniority in the company, we have decided to warn you by issuing this warning letter. 
You are hereby advised to take this warning letter seriously and follow the prescribed dress code of the company. Further violation of such type will be dealt with according to strict rules and no excuse will be accepted from your side in that case. Waiting for a positive change from your side.
Yours sincerely,
XYZ
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