
Complaint Letter for Unprofessional Behavior of Employee
A complaint letter for unprofessional behavior of employee is a formal document used to address and report inappropriate conduct exhibited
by an employee in the workplace. This letter typically outlines specific incidents, describes the impact of the unprofessional behavior on work
environment or team dynamics, and requests corrective action from the management. A standard template includes the sender's details, date,
recipient's information, a clear description of the complaint, any previous attempts to resolve the issue, and a polite but firm closing statement
demanding resolution.

Template

[Your Name]
[Your Position/Title]
[Department, if applicable]
[Company Name]
[Company Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]

Date: [Date]

To,
[Recipient's Name]
[Recipient's Position/Title]
[Company/Organization Name]
[Company Address]
[City, State, ZIP Code]

Subject: Complaint Regarding Unprofessional Behavior of [Employee's Name]

Dear [Recipient's Name],

I am writing to formally bring to your attention the unprofessional behavior exhibited by [Employee's Name], who holds the position of
[Employee's Position] in the [Department, if applicable].

On [date(s) of incident(s)], I observed/experienced the following behavior:
- [Briefly describe the incident(s) with specific details]
- [Example: Use of inappropriate language, disregard for company policies, rude interaction with colleagues, etc.]

This behavior has adversely affected [me/the team/the work environment], resulting in [state the impact, e.g., lowered morale, disruption of
workflow, stress, etc.].

I have made attempts to resolve this issue informally by [mention any communication, mediation, or previous steps taken, if any], but
unfortunately, there has been no improvement in [Employee's Name]'s conduct.

I kindly request that management take appropriate action to address this matter and prevent further occurrences. Ensuring a respectful and
professional work environment is vital for the well-being and productivity of all employees.

Thank you for your attention to this matter. I look forward to a prompt and effective resolution.

Sincerely,
[Your Name]
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