[Company Logo]   [Company Name]
WARNING – VIOLATION OF COMPANY POLICY
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Policy:
	[Policy Name], Version [Version], effective [DD/MM/YYYY]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Breach of [Policy Name]
Dear [Employee Name],
The [Policy Name] of [Company Name] was shared with you on [DD/MM/YYYY], and our records show that you acknowledged reading and understanding it on [DD/MM/YYYY] through [HRMS / signed copy / training module].
Clause [Clause Number] of the policy states: '[short quote of the relevant rule]'.
It has come to the notice of the management that on [DD/MM/YYYY] you [factual description of the breach]. This was identified through [audit / system report / manager review], a copy of which is enclosed.
This is a breach of the above policy. You are requested to:
1. Submit a written explanation within [Number] days of receipt of this letter
1. [Corrective action, e.g. resubmit the claim with correct supporting bills / remove unapproved software] by [DD/MM/YYYY]
1. Re-read the enclosed policy and contact [HR Name] if any clause is unclear
Your explanation will be considered before the matter is closed. Please note that repeated breaches of company policies may lead to further action in accordance with the company's standing orders and disciplinary policy.
Enclosures: Copy of [Policy Name]; [Supporting record]

	______________________________
For [Company Name]
[HR Name]
HR Department
	______________________________
Received by
[Employee Name]
Date: [Date]
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