

[Address]


[Today’s date]





Dear [Insert name]

Grievance Letter
                          
Following our informal discussion on [insert date] in respect of my grievance [insert nature of grievance] and the subsequent actions taken [insert any action that has been taken] I am writing to inform you that I wish to raise a formal grievance since the situation has still not improved. 
This action is being considered with regard to the following circumstances: 
[Specify circumstances]
Also, I would like to request a meeting in order to discuss this matter. Furthermore, I take the opportunity to inform you that at the meeting I will be accompanied by a work colleague/ trade union representative [insert name].
Please reply within [insert number of days] of the date of this letter.

Yours sincerely



[Insert name]




[Insert name and address of recipient]




This document is for general information purposes only. While we endeavour to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, or suitability with respect to the content of this document.
 
In no event will we be liable for any loss or damage including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from the use of the documents.




image1.jpeg
[§] Staff Squared




