Violation Report

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Violation of Company Policies

Details of Violation

It has come to our attention that the following violation of company policies occurred:
Policy Violated: [Specify Policy]
Date of Violation: [Insert Date]

Description of Incident: [Provide detailed description]
Involved Parties: [List Individuals Involved]

Impact of Violation

[Describe how the violation affects the company, employees, or work environment.]

Required Actions

To address this violation, the following actions are recommended:

e [Action 1]
« [Action 2]
e [Action 3]
Conclusion

We appreciate your attention to this matter. Please let us know how you intend to address this
violation.

Thank you.
Sincerely,

[Your Name]
[Your Position]



