<<Name>>

<<Address>>
<<Address>>
<<Address>>

<<Date>>

Dear <<NAME>>

I am writing to let you know thj
makes allegations against you
grievance>>. A copy of the fo

bought a grievance that
ince is <<give details of
tached.

n accordance with the

hich is enclosed. No
S to be taken in respect of this
hken until the investigation is
pur version of events at a

The grievance will be fully and
Company’s grievance policy a
decision has been made as to
grievance. Please be assured
complete and you will be give
formal investigatory meeting, [|
meeting>>] OR [the date of w

If you have any questions or ¢
contact me.

Yours sincerely

<<Name>>
<<Job title>>
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