Letter - Invite to a Grievance Investigation Meeting
[date]
[Employee’s name]
[Employee’s address]
Dear [name]
Grievance – [*]
Further to our recent discussions concerning the above matter, you are invited to  attend an investigation meeting at [time] on [date] at [place]. The purpose of the meeting is to understand your view on the matters you raised on your letter of [INSERT DATE]:

[describe matter under investigation]

**If you wish, you may be accompanied at the meeting by a work colleague or trade union representative.

Please note that this meeting is not a formal grievance hearing and no decisions will be taken in regard to what, if any, action is appropriate. However, when the investigation has been completed you will be notified of the next steps to be taken.
If you have any questions, or cannot attend the above meeting for any reason, please contact me as a matter of urgency to discuss the matter.

Yours sincerely

[name]
[job title]
* insert short descriptive title e.g. grievance – pay grading
**optional: this is not a requirement at this stage of the procedure, but may be permitted if you recognise a trade union or generally allow this by custom and practice, and should be considered particularly if the employee is distressed due to the nature of their complaint.
