Complaint Letter Template: Addressing Unprofessional Dress Code Violations

This document provides a complaint letter addressing unprofessional dress code violations, designed to formally comnmunicate concerns
about appropriate attire in the workplace. The letter template includes sections for stating the nature of the violation, its impact on the professional
environment, and a request for adherence to established dress code policies. It serves as an effective tool for managers or HR personnel to
maintain a respectful and professional workplace atmosphere by clearly outlining expectations and consequences related to dress code

compliance.

Complaint Letter Template

[Your Name]
[Your Position]
[Department]
[Company Name]
[Date]

To: [Employee Name]
Position: [Employee Position]
Department: [Employee Department]

Subject: Unprofessional Dress Code Violation
Dear [Employee Name],

I am writing to formally address a concern regarding your recent non-compliance with the company's established dress code policy. On [date(s) of
incident(s)], it was observed that your attire did not adhere to the professional standards expected at [Company Name]. Specifically, [describe the
nature of the violation, e.g,, wearing inappropriate clothing such as ripped jeans, graphic t-shirts, or attire not suitable for the workplace setting].

Maintaining a professional appearance is essential to upholding the company's values and projecting a positive image to both colleagues and clients.
Dress code violations can negatively impact team morale, workplace discipline, and the company's reputation.

I kindly request that you review and comply with the company's dress code policy, as outlined in the employee handbook. Continued non-
compliance may result in flrther disciplinary action as per company regulations.

If'you have any questions or require clarification regarding the dress code policy, please do not hesitate to reach out to me or the HR department.
Thank you for your immediate attention to this matter and for your continued professionalism.

Sincerely,

[Your Name]

[Your Position]
[Contact Information]

Instructions:

¢ Fill in the placeholders (e.g., [Employee Name], [date(s) of incident(s)]) with the correct nformation.
e Attach a copy of'the dress code policy if necessary for the employee's reference.
e Keep a copy of the correspondence for official records.
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