07-01-20XX
Steve Vladimir
Manchester Main College
8990 Main Street
Manchester, Valley Stream 89990
Dear Mr. Vladimir,
I am sending you this letter to make you aware of the situation that happened because of you and made the atmosphere of the institute very disturbing and unpleasant. I always considered you a man of good qualities who possesses all the attributes that an ideal man to live with should have but after listening to the incident that took place between you and Ms. Jane have put me into great shock and from the day, I have heard about it I am not focusing on my work properly.
Mr. Vladimir, you are working with us for the last ten years but since last year I had been receiving complaints about your misconduct with your colleagues and students as well. I told you many times by giving hint to you that you should be polite in your behavior with others, but you did not focus on what I said to you.
The incident that took place last week shook me completely. You were also defending yourself at that time that you have done nothing, but security cameras caught all that you had done, and it was very shameful for me by watching all this with my college staff yesterday in the meeting hall.
Ms. Jane is a very prestigious and respectable lady of our college and her respect is the respect of the institute, she herself came to me after this incident. She told me the entire story that how you touched her private parts and tried to rape her. This act of yours has defamed your position in everyone’s eye.  So, this letter is a warning to you that if you do not want to lose your position as cooperating manager, you should have to change your behavior with staff and to apologize to Ms. Jane as well. Otherwise, I am free to exclude you out from your position. Hope you will not do this next time.
Regards,
Norma Alexie
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