January 08, 20XX
Partha Mukharjee
Hardware Company
123 Main St.
Brooklyn, WA 23456
Dear Mr. Mukharjee,
I am writing this letter to you based on falsities that have been imposed upon you by many of the employers of the company. As far as I know, you were a faithful employee in the company for the last seven years and the time that you spent with all of us was a good one but due to recent allegations that are against you, have shaken me totally. You have tried to distort the peace of mind of all of us which is very alarming.
The purpose of writing this letter is aware you as Ms. Austen the head of the supervising department have registered a complaint against you that you have tried to harass her.
After this incident, she immediately wants a transfer to another branch of our company in Manchester as she is not feeling comfortable working with our company and she claims that working with you now causes trouble for her and she is not focusing on the work properly. She has warned me to exclude you out from the company. So, this letter is a warning to you that you should change your attitude towards her and other employees as well.
Our company has built a good reputation in Manchester and I do not want to defame the company’s reputation with this act of yours. I do not want to hear such happenings in the future from your side.
Regards,
Neil Auston
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