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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
Private & Confidential

Dear Name
Formal Grievance Meeting – Reconvened following Investigation

I refer to our meeting on (date) to discuss your grievance where it was decided that an investigation was an appropriate way forward. I now write to confirm that the investigation has been completed into the issues you have been raised, and I attach a confidential copy of the Investigating Officer’s report for your information.  

I would like to reconvene the Grievance meeting in order to discuss the outcome of the investigation with a view to resolving the matter.  This is to be held on (date, time, and venue). You are entitled to bring a Trade Union Representative or work colleague with you.  Please could you confirm your attendance to (name) on ext (….) along with the name of who will be accompanying you, if appropriate.  *
If you or your representative would like to raise any queries about the meeting, or if you require any reasonable adjustments to be made to allow you to attend the meeting, please contact me to discuss.

Yours sincerely 

(Signature)
Name Surname
Job title
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