MEMORANDUM FOR

SUBJECT:  Letter of Warning

1.  The purpose of this warning is to advise you of a matter brought to my attention by Management.  I was provided information and documentation which gives me cause to believe you have engaged in unauthorized use of Government resources. The documentation clearly showed that you had in fact utilized your Government computer to access unauthorized and unofficial Internet web sites. (USE NEXT LINE ONLY IF APPLICABLE) Based on the times indicated, you engaged in this activity on Government time. 

2.  This is the first recorded incident of this nature.  When confronted with the allegation you admitted that you had in fact engaged in unauthorized use of Government resources and it had been done on Government time.  You also stated you understood what you had done and assured me actions of this nature would not happen again.

3.  Based upon your employment history and my day to day contact with you, I accept your admittance, your remorse and your commitment to not repeat the actions stated above.  This letter of warning will not be filed in your Official Personnel Folder; however, it stands as a reminder that actions of this nature will not be tolerated.  Any further incidents could result in appropriate formal disciplinary action that may include suspension from duty without pay or termination of employment.

4.  By acknowledging this letter you fully understand it’s content and that you have been given an opportunity to state your defense of the allegations.  In addition you further acknowledge you understand the conditions which have been set forth concerning proper use of Government property and time. 

