To
[The Recipient]
[Designation]
[Company Name]
Subject: Investigation of damage of assets in company
Dear Henry,
This letter of mine must be considered as an order to conduct the inquiry against Mr. Logan, who is working as a marketing officer in this company for the last five years. The sole purpose behind the initiation of such inquiry is to find out true facts which are still hidden behind the story of his fight with his office colleague, Mr. Lee within the office premises in which two costly laptops were also broken. It was also reported to me by one of the witnesses that the said officer was looking as if he was drunk when this incident took place.
Before announcing my decision, I want an inquiry to be conducted against Mr. Logan and Mr. Lee. For this purpose, I hereby appoint Mr. Hayward, working as director enforcement in this company as inquiry officer and you are directed hereby to inform him on my behalf. Since I will be out of the country for my personal work, therefore, I direct you to supervise the whole inquiry procedure making sure that the inquiry must be clean and free from any interference. 
I shall be back within a week and till then, I want this inquiry to be completed in all respect and findings may be submitted to me by that time.
I advise you to supervise the whole matter honestly and inform me about the findings by the time I arrive back. If needed, blood samples of the accused may be collected and sent to any analytical lab for alcohol usage. I hope all the points will be taken into consideration while conduction of inquiry procedure.
Sincerely.
[Your Name]
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