Complaint Letter To Human Resources

Subject: Formal Complaint Regarding [Issue]

Dear [Recipient's Name],

| hope this letter finds you well. | am writing to bring to your attention a serious matter that requires
the immediate attention of the Human Resources department. As an employee of [Company Name],
| feel it is my duty to raise a formal complaint regarding [describe the issue you are addressing].

| have exhausted all possible means of resolution at the departmental level and find it necessary to
escalate the matter to Human Resources. | believe that this issue is of significant concern, and it is
affecting not only my work environment but also the overall productivity and well-being of the team.
[Describe the issue in detail, including specific incidents, dates, and individuals involved. Be factual,
objective, and provide any supporting evidence if available.]

| want to emphasize that this complaint is made in good faith and with the intention of improving the
working conditions and fostering a respectful and inclusive environment at [Company Name]. | trust
that the Human Resources department will handle this matter with the utmost professionalism and
confidentiality

| kindly request the following actions to be taken to address the issue:

1. Conduct a thorough investigation into the matter to gather all relevant information and statements
from the individuals involved.

2. Ensure that all parties involved are treated fairly and impartially throughout the investigation
process.

3. Implement appropriate disciplinary measures if misconduct or violation of company policies is
found.

4. Take proactive steps to prevent similar incidents in the future, such as additional training,
workshops, or policy revisions.

5. Provide regular updates on the progress of the investigation and actions taken to address the

issue.



| would appreciate it if you could acknowledge receipt of this letter within [timeframe], and keep me
informed of the next steps and expected timeline for the resolution of this complaint. Should you
require any further information or clarification, please do not hesitate to reach out to me.

| have full faith in the commitment of the Human Resources department to address this matter
promptly and effectively. Thank you for your attention and understanding. | look forward to a
resolution that upholds the values and standards set by [Company Name].

Yours sincerely,

[Your Name]



