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Dear 
Receipt of Complaint – Bullying & Harassment
I am writing to confirm receipt of your complaint submitted in relation to the Council’s Harassment & Bullying procedure. In accordance with that procedure, a copy of which is enclosed, I am inviting you to attend a meeting to discuss the issues raised. The meeting has been arranged for (insert date and time). The meeting will be held at (insert location).
The meeting will be attended by (insert management attendees). You are entitled to be accompanied at the meeting by a colleague or trade union representative. 
The purpose of the meeting is to allow you to explain your complaint and discuss how it can be resolved. If you wish to rely on any written material or documents, it would be helpful if you could send copies to me in advance.
If you are unable to attend the meeting, please inform me as soon as possible. If your chosen companion is not available, you may specify another date for the meeting up to five working days later.
Should you have any queries about this process or questions about what the grievance meeting will involve, please let me know and I will be happy to discuss the arrangements in detail with you.
Yours sincerely
Manager’s name
Manager’s title 
cc
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Advice & Support Team

