DATE: [dd/mm/yyyy]
[Your Name]
[Designation]
[Company Name]
[Address]
To: HR department

Subject: Complaint against peon
I am writing to complain about the conduct of the office peon, Mr. Nicholas. On Monday [enter date], I caught Mr. Nicholas searching through my computer when I returned unexpectedly early from a meeting in the conference room. Upon inquiring, Mr. Nicholas said he was just tidying my table and thought to check his email. Later I found two important files deleted from one of the projects I am working on. I would not want to accuse him baselessly; however, I have a strong suspicion against him. This seems to be an issue of the security breach, as I distinctly remember logging out of my account before leaving my desk.

Here I would like to report, that I am not alone in my observation. This has happened with other co-workers as well. Several other colleagues have also seen him lurking around empty desks and trying to use the computers. This is a serious issue that must be addressed on an urgent basis.

Sincerely,

Your Name
Designation
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