Letter to Employee Confirming Request for Medical Report 
[DATE]

[NAME]

[ADDRESS]

Dear [NAME]

Request for a medical report
Thank you for returning your consent form dated [DATE]. 

I now write to confirm that we have sent your form to your doctor, [NAME OF DOCTOR] together with a letter requesting a medical report on you. 

[As you have not asked to see the report prior to it being sent to us, it will be supplied direct to us.] 
OR 

[You have asked to see the report prior to is being sent to us. You therefore need to contact your doctor within 21 days of the date of this letter to see the report. If you fail to do so the letter will be sent direct to us.*]
Your other rights in relation to the report are as set out in the Summary of your rights under the Access to Medical Reports Act 1988 which was sent to you on [INSERT DATE].  Please let me know if you need a further copy.

Yours sincerely

[name]

[job title]

cc file

* Delete as appropriate

