
WRITING A FORMAL COMPLAINT ABOUT CO-WORKERS

Working with co-workers requires a high degree of co-operation, understanding nature, and maturity. Having these
attributes in professional life.

Say that you would appreciate the company's help in stopping behavior that doesn't belong in the workplace.
Provide Chronology of Events Next, write what happened between you and the employee. Say what happened
and try to include the following details: the date and time of incidents where they took place the names of the
people involved the names of any witnesses. Instead of apologizing, she said I should lighten up. Example:
First, examine your reasons for filing a grievance. Instead, write about how that annoying behavior affects you
or the workplace. Keep your sentences short and clear and avoid providing more information than is
necessary. In our digital age, this can also mean an employee who emails, texts, or digitally sends
inappropriate images or messages. It is always better to confront, attempt to resolve, and report, than to ignore.
If you've talked with the co-worker personally, for example, mention it. If you do not feel able to write a
grievance letter on your own, you can get help from a CAB adviser or from your trade union if you are a
member of one. If there is poor lighting, lack of furniture, lack of ventilation, or poor sanitary facilities you
may be in a hostile work environment. Use a cordial and polite tone and ask for a response before closing your
letter. Identify that you are filing a formal complaint about harassment and against whom you are filing this
complaint. Then state the facts of the problem, providing enough detail to give the addressee an idea of what's
going on, but not so many details that she'll get bogged down. State Desired Remedy Write how the
co-workers's actions affect your ability to work. Sample Letters. Some of the most common mistakes people
complain about include defective or incomplete order, abnormal delays in sending consignments, mistakes in
bills or reminders for payment, dispatching products of wrong quality, or even a neighbor's misconduct. When
should you resort to writing a formal complaint letter? In the best-case scenario, your boss or human resources
officer will take care of the problem from there. When writing letters to human resources, make sure to follow
all the rules of a formal letter. Is this problem severely affecting your work? Next steps. This could be
anything from innuendoes to someone talking to you or touching your body inappropriately. Be sure to make
and keep a copy for your records of both your letter and supporting documentation. Keep this section to one or
two paragraphs; a concise account of the problem is the best way to go, says Green. Always write complaint
letters in standard business letter form. State the actual complaint and put in all the necessary details such as
the number of times the issue has occurred. Complaint letters can be written by anyone for any reason.
Sometimes that's your direct supervisor, but it may also be the company's human resources officer. Make a
photocopy of your signed and dated letter. Video of the Day Brought to you by Sapling Brought to you by
Sapling State the Facts Start off the letter with something like "I am writing to inform you of a problem that is
affecting the productivity of the office. Stick to the facts and maintain a neutral tone when describing what
happened. Propose a solution. Be reasonable, though, your employer may not have the resources to agree to
what you are asking for, or may not be able to send you off for training during a busy period. Then present the
letter to your boss. However, a person who tells a sexually explicit joke is guilty of sexual harassment and
creating a hostile work environment. However, that is not easy when you have a difficult colleague with
annoying quirks or unacceptable behavior. If it makes it difficult for you to complete your work in a timely
fashion, for example, that's going to affect the company's overall productivity.


