[Your Name]
[Job Title/Position]
[Phone Number]
[Your Email Address]
[Date]
[Recipient’s Name]
[Recipient’s Job Title/Position]
[Company Name]
Subject: Formal Grievance – [Brief Summary of Issue, e.g., “Workplace Harassment”]
Dear [Recipient’s Name],
I hope this message finds you well. I am writing to formally raise a grievance regarding [specific workplace issue, e.g., “an ongoing situation of workplace harassment”]. I believe it is important to address this matter promptly to ensure a healthy and productive work environment for everyone.
Description of the Issue:
The issue began on [specific date or period] and involves [individual(s) involved, if applicable, or a brief explanation of the situation]. Specifically, [provide clear and concise details about the grievance, such as events, dates, and actions that have occurred. Be factual and avoid emotional language].
Impact on My Work:
This issue has significantly impacted me in the following ways:
· [Describe how the issue has affected your work performance, mental health, or relationships at work].
· [Provide specific examples of challenges you have faced due to the issue].
Efforts to Resolve the Issue:
I have attempted to resolve this matter informally by [explain any steps you have taken, such as discussing the issue with the individuals involved or alerting a manager]. Unfortunately, these efforts have not brought about a resolution, which is why I am raising this formal grievance.
Proposed Resolution:
To address this issue, I respectfully request [specific actions, solutions, or changes you believe will resolve the grievance, e.g., “a formal investigation,” “additional training for staff,” or “a meeting with all relevant parties”].
I trust that the company shares my commitment to maintaining a respectful and positive workplace. I am willing to provide further details or clarification if needed and am open to any meetings or discussions to resolve this matter effectively.
Thank you for your attention to this issue. I look forward to hearing from you regarding the next steps in this process.
Yours sincerely,
[Your Full Name]
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