Date:
To
[The Recipient]
[Designation]
Dear Mr. Smith Jonas,
Good day. I am writing today to make a complaint regarding one of our co-workers Mr. Mark Bloomfield. Mark has recently been hired as an assistant manager and he was working with us on our project which is due on 10th October. Initially, he was working well and seemed to have quickly adapted to our office environment.
However, lately, his attitude has changed a lot and he is showing little to no interest in the work. He is not taking his job seriously and is often not on his seat and unreachable on his cell phone during work hours. He was managing the project logistics for us and his continued absence during the work hours has severely affected our work progress.
Other workers and I have tried talking to him about it, but he argues with us instead. He also threatened to leave the job if we press him further. He paid no heed to our advice, nor took our suggestions seriously. We do not understand what’s going on with him nor do we know how to alleviate the situation.
We request you to please mediate this matter through a third party or replace him with another competent worker who will help us get back on track with our work. We wish to have this matter resolved as soon as possible as we are already lagging with our project.
Looking forward to your response.
Regards.
Mr. Joe Brad.
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