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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
Grievance- Appeal Meeting

I write to acknowledge your appeal against the outcome of the formal grievance meeting held on (date) and to let you know that I will hear your appeal.  I will be supported by (name) HR Manager/Advisor and a note taker will also be present.   
This appeal meeting will be held on (day/date/ time) in (venue). A separate room has been arranged for you to use immediately beforehand should you wish to make use of this.  Please report to Reception on your arrival.

You are of course entitled to bring a Trade Union Representative or work colleague with you to the meeting.   As you have previously been represented by (Name/TU) in relation to your grievance, I have forwarded a copy of this letter to him/her, for information. 

The papers which have been taken into account at the grievance meeting will be used at this appeal meeting, including the letter confirming the outcome.
If you have any additional documentation which you would like to be included please let me have this no later than INSERT DATE 5 dates before hearing.
I look forward to meeting you on at the hearing. 

Yours sincerely 

(Signature)
Name Surname
Job title
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