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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Outcome of Investigation

I write to inform you that further to my investigations into the following allegation(s) (insert allegations) that this matter will be dealt with (choose option). 

Option 1

On an informal basis, i.e. that further advice/guidance or further learning/development is to be provided. I therefore wish to meet with you on/at to discuss an action plan to address these concerns.
Option 2
Through the Positive Attendance Policy/Capability Policy. I therefore wish to meet with you on/at to discuss taking this matter forward on this basis. I attach a copy of (relevant) policy for your information. You may bring a Trade Union 

 FORMTEXT 
representative or work colleague with you to this meeting.
Yours sincerely 

(Signature)
Name Surname
Job title
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