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Warning Letter for Misuse of Company Vehicle ﻿
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
Subject: warning letter for misuse of company vehicle during [XYZ]
You were appointed as [designation] on [ date] and one of the perks of this post is a company vehicle which is given to you for your personal use. There is a ceiling on the fuel that would be provided by the company, any additional fuel used and the vehicle’s maintenance is the employee’s responsibility. 
In addition, the vehicle is to be reviewed by the company to confirm that it is not being misused and is being maintained properly.
It was during these routine check-ups that it was discovered that you are not maintaining the vehicle properly and it is in really bad condition. The seats are ripped and stained. The AC vents have been damaged and the doors are scratched. The front bumper has dents. You were given the car in very good condition and this is not acceptable at all. It is a highly unethical and irresponsible attitude and we expected better from a professional like you.
The expenses incurred in getting the car repaired would be deducted from your pay over a period of two months. Due to this incident, your vehicle checking would now be monthly. In case of a repetition of this behavior, disciplinary action would be taken against you.
Looking forward to more responsible behavior from now onwards.
Yours Sincerely.
Name
Designation
Department name
[Date]
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