Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Violation of code of conduct
Dear Manager,
My name is Watson and I am a regular customer of your company since last ten years. Through this letter, I want to lodge a formal complaint against one of your newly appointed staff members whose name is Mr. Lee.
I have been doing business with you since the very first day of your opening and I had never faced such panic before. I know that you have established a set of rules for your employees in the form of ‘code of conduct’ which are to be followed by all the employees of the company. I regret to inform you that I am not happy with the services provided by the above-mentioned staff member of your office because he did not follow the code of conduct while dealing with me.   
On the 5th of September, 20XX, I came to your office to get information about my payment plan. Mr. Lee was dealing person on that day. I asked him a few questions regarding my issue. Instead of answering me politely, he behaved inappropriately and used an abusive language with me. I was surprised at that time because none of your staff members had misbehaved with me like that. I am also an employee and know this thing very well that using an obscene language with customers is not acceptable at all at the workplace and is a breach of the company’s code of conduct.
I could have sent this letter to your CEO instead of you but I thought that Mr. Lee is a newly appointed employee and he should be given a chance to rectify himself that is why I wrote you because you are his immediate boss. So, you are suggested to train him as to how to behave professionally and politely with potential customers. Moreover, if I face such a situation in the future, I will stop doing business with you.
I hope you will understand my situation and come up with a solution in response to my complaint.
Yours sincerely,
[XYZ]
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