5th June 20XX
From:
Address:
To:
Address:
Subject: Theft Report to HR   
Respected Sir,
I am writing this letter to you because I want to report an act of theft that happened in our office. I noticed that some important documents and files are missing from my workstation for the last four days. At first, I did not take any action because only some quotations were missing that were not significant.
Yesterday, I was making an important presentation for our upcoming project. I needed some important letters and documents to add to the presentation when I came to know that the lock of my cabinet was broken. The documents were missing. I reported this event to the office of security and asked for CCTV footage of my office for the last week. They provided me with the footage. I have attached the footage with the letter for your reference in which Mr. XYZ can be seen breaking into my cabin. In the second picture, he can be seen with the documents.   
I am reporting this incident right away. I hope that you understand my situation and take the necessary action as per the organization's policy after the investigation. Stealing is an immoral act, and we cannot expect this from professionals. I hope you will investigate the matter and take some action against it. Waiting for your response. In case of any query please do not hesitate to contact me.
Regards,
Name of the Sender
Designation 
Signatures   
Organization
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