
Date: [Insert Date] 

To: [Employee Name] 

Employee ID: [Insert ID] 

Department: [Insert Department] 

Subject: IMMEDIATE WARNING LETTER FOR VIOLATION OF FINANCIAL DATA 

PRIVACY 

Dear [Employee Name], 

This letter serves as a formal warning regarding a serious violation of company policy 

concerning the handling and privacy of financial data. On [Date of Incident], it was reported and 

confirmed that you were involved in the following breach: 

[Insert brief, factual description of the incident, e.g., unauthorized access to client credit card 

information, sharing internal financial reports with unauthorized personnel, or leaving sensitive 

financial documents unattended]. 

This conduct is a direct violation of the company's Data Protection Policy and the Financial 

Privacy Agreement signed by you on [Date]. Protecting the financial information of our clients 

and the firm is a critical responsibility. Your actions have jeopardized the trust placed in this 

institution and may carry legal implications. 

Required Immediate Actions: 

• Cease all unauthorized access or distribution of financial data immediately. 

• Review the company's Confidentiality and Data Security handbook. 

• Attend a mandatory data privacy retraining session scheduled for [Date/Time]. 

Please be advised that this is a serious matter. A copy of this letter will be placed in your 

permanent personnel file. Any further violations of data privacy protocols will result in further 

disciplinary action, up to and including immediate termination of employment and potential legal 

proceedings. 

Please sign below to acknowledge receipt of this warning. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

-------------------------------------------------- 

Employee Acknowledgment: 



Signature: __________________________ Date: __________ 


