Grievance Letter

To,



___________________________________________ [name of the recipient]



____________________________________________[designation of the recipient]



Respected_____________________________________[name of the recipient with appropriate title before it], This is to bring to your notice that I would like to complain against my team leader. My team leader ______________________________________________[name of the team leader] uses abusive words inside work premise and insults us by abusing in case we make a mistake. [The First Para Should contain the main reason of the grievance]


I  believe that you will also agree that such behavior is against the policy of the company and I request you to take immediate action [The second Para should mention that what action  you expect such grievance]

Thanking You.


_____________________________________[name of the sender]


_____________________________________Employee id


Formal Grievance Regarding Workplace Conduct (Sample)

[Your Name]
[Your Job Title]
[Department]
[Company Name]
[Email Address]
[Phone Number]
[Date]
[Manager’s Name / HR Representative’s Name]
[Job Title]
[Company Name]
Dear [Manager’s Name / HR Representative’s Name],
I am writing to formally raise a grievance regarding ongoing issues in my workplace that have not been resolved through informal discussion. I submit this letter in accordance with the company’s grievance procedure and respectfully request a formal review of the matter.
The issue concerns unfair treatment and unprofessional conduct that I have experienced from my direct supervisor, [Name], over the past several months. Specifically, I have been subjected to repeated instances of inappropriate remarks, inconsistent application of workplace policies, and exclusion from meetings and decisions directly related to my role. These incidents have occurred on multiple occasions, including but not limited to March 18, April 7, and May 2, 2025.
Despite my efforts to address these concerns informally, the behavior has continued and has begun to affect my ability to perform my duties effectively, as well as my overall well-being at work. I believe this conduct is inconsistent with the company’s values and policies regarding respectful and fair treatment in the workplace.
I am requesting that this matter be formally investigated and that appropriate steps be taken to resolve the situation. I am willing to provide additional details, documentation, or participate in any meetings necessary to assist with the investigation.
I appreciate your attention to this matter and trust that it will be handled with confidentiality and professionalism. I look forward to a resolution that ensures a respectful and productive working environment for all parties involved.
Thank you for your time and consideration.
Sincerely,
[Your Full Name]
[Your Job Title]
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