Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Code of conduct complaint letter
Dear CEO,
My name is Stuart Williams and I have been forced to write you this letter as a complaint against one of my subordinates Mr. Johnson on account of breaching the ‘code of conduct’ of the company. He is accused of insubordination and neglecting my warnings. I have many supporting pieces of evidence for each violation of the code of conduct exhibited by him at the workplace. I am attaching all the evidence along with this letter as proof.
I had also received a lot of complaints about his misbehavior with our customers. His terms with his office colleagues are also not good and nobody is happy with him in the office. I had warned him verbally as well as in written but all in vain. He did not pay any attention and violated the code of conduct every time. I wrote this letter when I thought that the situation has gone beyond my control.
Being the CEO of this company, you are requested to look into the matter personally and give due consideration to my complaint. Please take some necessary steps in this regard otherwise the situation will become pathetic. For the smooth functioning of the office and a healthy working environment, this matter needs your attention. Thanking you in anticipation.
Yours affectionately,
[XYZ]
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