

Date

Greater Glasgow and Clyde

Department

Address 1

Address 2

Address 3

Post Code

Tel No

PRIVATE & CONFIDENTIAL

Employee Title/Forename/Surname

Address 1

Address 2

Address 3

Postcode

Dear Title/ Surname
Receipt of Grievance Notification Form
I write to acknowledge receipt of your Grievance/Grievance Notification Form/Grievance Notification Progression Form dated insert date relating to ………

I will contact you again in due course to make the appropriate arrangements to hear your grievance.
In the meantime if you have any queries please do not hesitate to contact me on insert phone number.  

Yours sincerely

Print Name

Designation
