[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Show cause on customer complaint report
Hello Robert,
My name is Johnson, working as a director in Stars Constructions, Michigan. I have been given the responsibility to submit the report of inquiry which has been initiated against you after a complaint lodged by Mr. Lee, who is working as a supervisor in the Bonanza garments factory. He was of the point that the material used by you in the construction of a plant in the factory was of poor quality. Moreover, you have been accused of using substandard material in construction, corruption, and some other allegations of the same nature mentioned in his complaint report.
In response to the aggrieved customer, our project manager visited the site and found that most of the concerns raised by the customer were of genuine nature and thereby it was proved that you have used low-quality material in construction work. His findings are being enclosed with this letter. 
[bookmark: _GoBack]You have been working with us as a contractor for more than five years. Despite the availability of a lot of contractors, we preferred you to think you as an honest person for this task. You have not only failed to prove your worth but also caused great harm to the company’s repute.
Since I am a competent authority in this case and concerned with checking the efficiency and accountability matters of the company, therefore, before submission of the inquiry report to the higher authorities, I am giving you a time of two days in order to explain and defend your position. If you fail to comply with the instructions, it will be considered that you have nothing to say as your defense. Then disciplinary action will be taken against you in light of the customer’s complaint report.
Sincerely,
[XYZ]
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