Complaint Letter to HR about Unprofessional Email Response

This document provides guidance on drafting a complaint letter to HR about unprofessional email response, detailing a professional and
respectful approach to address concerns regarding inappropriate or unsatisfactory email comnumnication received froma colleague or superior. It
includes a sanmple letter demonstrating how to clearly and objectively describe the issue, express the impact, and request appropriate action to
ensure respectful and constructive communication in the workplace.

Template: Complaint Letter to HR about Unprofessional Email Response

Subject: Formal Complaint Regarding Unprofessional Email Commumication
Dear [HR Manager's Name],

I am writing to bring to your attention a matter of concern regarding an unprofessional email response I received from [Name of
Colleague/Superior] on [Date]. The content and tone of the email were inappropriate and did not align with the standards of professionalism
expected within our organization.

Specifically, the email included the following;
[Briefly describe or quote unprofessional content/tone]

I felt that this response was disrespectful and failed to address my original query/concern in a constructive manner. Such communication can
undermine mutual respect and collaboration within the team.

I would appreciate it if HR could review this matter and, if necessary, remind all staff of appropriate communication standards. I am hopeful that
appropriate action will be taken to address this issue and prevent future occurrences.

Please let me know if you need any further details or documentation regarding this matter.
Thank you for your attention to this issue.

Sincerely,

[Your Name]
[Your Position]
[Your Departiment]
[Date]

Sample: Complaint Letter to HR about Unprofessional Email Response

Subject: Formal Complaint Regarding Unprofessional Email Response from Mr. John Doe
Dear Ms. Smiith,

I amwriting to formally report an incident involving an unprofessional email response I received from Mr. John Doe, my team lead, on June 18,
2024. In response to my inquiry about project deadlines, Mr. Doe replied with dismissive language and an accusatory tone, stating, a€celf you had
paid attention in the meeting, you wouldn't need to ask obvious questions.a€

I found this response disrespectful and not conducive to a collaborative work environment. It affected my morale and made me hesitant to seek
further clarification on work-related tasks.

I kindly request that HR look mto this matter and provide guidance on maintaining professional commumnication within the workplace. I would
appreciate discretion in handling this issue.

Please let me know if you require any additional information or would like to see a copy of the email in question.
Thank you for your attention.

Sincerely,

Jane Lee

Marketing Analyst
Marketing Department
June 19, 2024
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