
Model letter 1 - Formal grievance letter 

[This template is to be used for all types of formal complaints including those about 
bullying, harassment and discrimination. These complaints will be dealt with in 
accordance with the Grievance Policy and Procedure] 

OFFICIAL SENSITIVE 

Date  

[Name and location of employee] 

Dear  

A formal complaint 

I am writing to tell you that I wish to raise a formal complaint. The details are as 
follows: [employee to add the details here]. 

I would also like the opportunity to share with you my proposals for resolving this 
complaint. 

My complaint [does/does not] include a complaint of 

• bullying  

• harassment  

• discrimination.[please delete as appropriate] 

I would like to have a meeting with you to discuss my complaint and look forward to 
hearing from you. 

Yours sincerely 

  

[Name of employee] 
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