Date:
To
[The Recipient]
[Position]
[Company Name]
Dear [Recipient Name],
I am writing this letter to regretfully inform you about the rude behavior and unprofessional attitude of Ms. Anna White. Ms. Anna was assigned the task to write the report for the completion of our previous project which she failed to do on time. When I confronted her, she got into a rude altercation with me and put all the blame on me for giving her more work than she can manage.
I reminded her that it was her job to write the report as communicated earlier too but she refused to take responsibility for any of it. Moreover, she informed me yesterday that she does not wish to write the report and I should assign someone for it now.
I have been left with no choice but to do her work myself which has increased my workload. She also took comes late to work almost every day and when inquired about it, responds rudely that it is none of our business.
Her rude attitude has resulted in a lot of problems, and it affects the work environment. She also demotivates her fellow co-workers and discourages them from working hard at the office. On behalf of the fellow employees, I request you to please issue a warning to Ms. Anna or to move her to a different department.
If you want more details or wish to confirm this with the rest of the employees, we can arrange a meeting when convenient for you. Thank you for your cooperation.
Regards,
Mr. Mark Jordan.
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