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

Subject: Complaint against peon
I am writing to report against the rude behavior of the office peon Mr. Andy. Every time I ask him to carry out a task, he simply refuses to do it and replies rudely about not having the time or any other excuse. I under he is not to serve me personally, however, I have always given him tasks that define his designation. He seems to be particularly rude to me and my colleagues from the research department.

Last Tuesday I asked him to bring coffee for a client, but he left the room saying he has more important tasks to do. Similarly, earlier today I asked him to get some important documents photocopied for a client and he was again very rude in his behavior. Kindly talk to him and ask him to correct his attitude.

Sincerely,

Your Name
Designation
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