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                                         Letter of Invite to Appeal Hearing



NAME
ADDRESS


DATE


RE: Appeal Hearing


Dear (NAME),

I refer to your email/letter of (DATE) and your intention to appeal the decision made by (NAME) in relation to your (GRIEVANCE/WARNING). 

I am writing to confirm that I will hear your appeal on (date) at (time) in (location). I will be accompanied by (name) who will take minutes of the meeting.

I would appreciate if you could confirm your attendance at the above investigation meeting as well as whether you wish to bring a representative with you to (CONTACT NAME) on (CONTACT NUMBER), by close of business on (DATE). 

It is also important that you bring with you any paperwork or other evidence you would like me to consider as I will only be able to base my decision on the information available to me.

(IF APPLICABLE At this point, I would like to remind you about our Employee Assistance Programme (EAP) details of which are attached/outlined below. This may be a useful service for you at this time.)

Should you have any queries regarding this, please do not hesitate to contact me.


Yours sincerely


_______________ 

NAME
TITLE
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