Date:
To
[The Recipient]
[Address]
Subject: Warning for unauthorized occupant
Dear Anna,
I am issuing you this warning letter after investigating the matter from your neighbors. They also confirmed that you have added an extra occupant with you as a guest. I want to remember you that you are doing all this without taking my written consent. I have noticed a stranger during my last visit and the same has also been found while wandering outside your apartment.
Anna, you must understand that written permission must have been taken by you before accommodating that person. Instead of asking me, you allowed him to stay within premises and this is a big violation of our tenancy agreement. Country’s laws give full authority to a landlord to initiate legal action against tenants on account of accommodating unauthorized occupants. I could do the same but this time I am serving you only with a warning letter. However, you must remember that further violations of this kind will end in drastic results in the future. Since you have been accused of accommodating an unauthorized person, you are supposed to pay me [US dollars] as compensation. This amount is in lieu of expenses incurred in electricity, utensils, property, and space usage of your unauthorized guest.
You must accept your mistake and make that unauthorized person leave the premises immediately. If you fail to comply with my instructions, an eviction notice will be issued then. Honestly, I do not want that time to come. Therefore, I request you to refrain from such activities in the future. I hope you have understood what I said. Your cooperation will be appreciated in this regard.
Sincerely,
Anderson
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