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  Second line of address  Third line of address
Fourth line of address  Fifth line of address  POSTCODE
T: 01228 606060  F: 01228 606060  E: information@cumbria.gov.uk

Name
Address line 1
Address line 2
City
County
Postcode
Date (use format 13 December 2011)
Your reference: Reference  Our reference: Reference

Dear Name 
Acknowledgement of Formal Grievance (or Appeal)

I acknowledge receipt of your letter dated (date) regarding a grievance/appeal in relation to (state nature of grievance).  

I will arrange for a meeting to take place as soon as possible and will be in touch again in due course,

You are entitled to be supported by a Trade Union representative or work colleague throughout this process and if you require any other support, please let me know.   

Yours sincerely 

(Signature)
Name Surname
Job title
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