[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Re. Highlighting the Recurring events of Misconduct from QA Office

Dear Sir,
I am Suzy Rose, a Graphic Designer in Jomer Nell Groups. I am writing this letter to bring your attention to a significant issue. I have an earnest concern on the misconduct by Mr. Hill who works in the Quality Assurance Cell of your company. Being a graphic designer at my company, I was asked to contact Mr. Hill in Quality Assurance Cell for the details of the contract recently signed between the two companies.
To explain, I refer this letter to an agreement that was signed between both the parties related to the manufacturing of some of the IT products. My team is working as a vendor for you which is the major reason, I had to contact Hill a few more times. I sent him an email to inquire about the particulars of the agreement as directed to me by the HR Manager, I was replied in a harsh way and no details were shared with me. 
I tried to put a halt to my anger and neglected the bad attitude. I called the person on 15th November 2020 at 12:30 PM and he hung up the call by saying that it was his break time whereas the break time starts from 1:00 PM. Today, I sent him another email in which his conduct was unacceptable and burning on both sides.
I am writing this letter to complain about his misconduct, and I want him to apologize for this misconduct. Professional attitude and a pleasant manner of talking are some key factors in the prototypes of business. I hope you understand my concerns and this attitude of Mr. Hill's would be reprimanded and meet high disapproval.
Thank you
Regards,
Suzy Rose,
Jomer Nell Groups,
Columbia, USA
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