AI GOVERNANCE PROGRAM
Individual Warning: Repeat Occurrence
Date: [DATE]
From: [AI GOVERNANCE PROGRAM / MANAGER NAME]
To: [EMPLOYEE NAME]

Dear [EMPLOYEE NAME],
This letter serves as a formal notification regarding your continued use of unauthorized AI services in violation of the AI Acceptable Use Policy (AUP). Our monitoring systems have detected that you accessed [AI SERVICE NAME] on [DATE(S) OF DETECTION], following a prior warning issued on [DATE OF FIRST WARNING].
Background
On [DATE OF FIRST WARNING], you received a first-occurrence notification regarding the use of [AI SERVICE NAME / PRIOR SERVICE NAME]. At that time, you were informed of the organization's AI Acceptable Use Policy, the risks associated with unauthorized AI service use, and the approved alternatives available to you.
Despite this prior communication, our detection systems have identified a subsequent violation. This repeat occurrence requires escalation per our enforcement policy.
Current Violation Details
•  Detection date(s): [DATE(S)]
•  AI service accessed: [AI SERVICE NAME]
•  Number of access events: [COUNT]
•  Prior warning date: [DATE OF FIRST WARNING]
•  Prior warning case reference: [CASE ID]
Required Actions
As a result of this repeat violation, the following actions will be taken:
•  A formal meeting will be scheduled with your direct manager and HR Business Partner within [10] business days to discuss this matter.
•  This incident will be documented in your personnel file per the organization's progressive discipline policy.
•  Enhanced monitoring of your AI service access will be applied for the next [60] days.
•  [IF APPLICABLE: Specific access restrictions may be applied to your device or network access profile.]
Approved Alternatives
The organization provides approved AI tools for legitimate business use. Please use the following resources:
•  Approved AI tools list: [LINK TO APPROVED TOOLS]
•  AI use-case intake form: [LINK TO INTAKE FORM]
•  Questions: [AI GOVERNANCE TEAM EMAIL]
Acknowledgment
Please acknowledge receipt of this notice by responding to this communication within [5] business days. Your acknowledgment confirms that you have read and understood the contents of this letter and the potential consequences of further violations.
Sincerely,
[MANAGER NAME]
[TITLE]
CC: [HR BUSINESS PARTNER], [AI GOVERNANCE TEAM]
Shadow AI Defense · Individual Warning: Repeat Occurrence · CC-BY 4.0
