[Company Logo]   [Company Name]
WARNING – BREACH OF CODE OF CONDUCT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Classification:
	Confidential



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Breach of Code of Conduct – [Section Name, e.g. Conflict of Interest]
Dear [Employee Name],
As an employee of [Company Name], you are bound by the Code of Business Conduct, which you last acknowledged on [DD/MM/YYYY]. Section [Section Number] of the Code requires employees to [summary of the principle, e.g. disclose in writing any personal or family interest in a supplier, customer or competitor].
During [audit / vendor review / complaint received on DD/MM/YYYY], it was found that [factual description, e.g. a firm in which your relative holds a stake was empanelled as a vendor for your department on DD/MM/YYYY, and no declaration was submitted by you].
This appears to be a breach of the Code. The management has not drawn any conclusion about your intent and would like to hear your explanation.
You are requested to:
1. Submit a written explanation within [Number] days of receipt of this letter
1. Complete the [Declaration / Disclosure Form] and submit it to [Compliance Officer Name]
1. Refrain from [involvement in decisions concerning the vendor] until the matter is reviewed
This warning will be placed on your record. Based on your explanation, the matter will be closed or dealt with under the company's disciplinary policy and standing orders. Any concern may also be raised through the ethics helpline at [Helpline Contact].
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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