DATE: [dd/mm/yyyy]
[Your Name]
[Designation]
[Company Name]
[Address]
SUBJECT: Complaint about work environment
Respected Sir/Madam [Name Here],

I am writing this letter to inform you about the problem I am facing at work. This problem is really bothering me and I am unable to solve it without bringing it to your attention.

The shipping manager called me into his office and told me that I have shipped the package to the wrong address. I apologized for it but he continued yelling at me. It really embarrassed me because he yelled at me in front of entire shipping staff.

After few days, I received a warning letter from the shipping manager in which I was threatened to be fired from the job. I believe that my productivity and morale has gone too down.

I believe that Mr. John who is the shipping manager of the company should be held accountable for insulting me in front of everyone. I would appreciate your response to this letter.

With Thanks

Your sincerely,
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