WRITEFORMAT.COM
[Date]
Query letter for misconduct
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
Subject: Query Letter for misconduct during [ZBZ]
I [name], [designation] from the [department name] am writing to you regarding a very serious matter which has been brought to our notice. [company name] is an old and trusted client of ours and we have been handling their account for the last [number] years. Recently there has been a serious breach of information regarding their account which has caused them a considerable loss and they have contacted us to identify the source of the leak.
Since on our end, you handled the account and were privy to the confidential information, you are being called for a written explanation. This is a very serious matter as it puts in question our company’s reliability and trustworthiness in safekeeping our client’s information. 
It has the potential to seriously hurt our business. We hope that you understand the gravity of the situation and respond at the earliest with sound defense.
Looking forward to your timely response.
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