Strictly Private & Confidential
Mr. / Ms. _________________________
[Insert Address]
[Insert Address]
[Insert Address]
Sent by email _______________@____.com

[date]

Re: Appeal Hearing – [date] at [time]

Dear [employee name], 

We are in receipt of your email dated [date] appealing the decision of [decision]. 

We advise that an Appeal Hearing has been arranged for you to take place [location] on [date] at [time]. 

The hearing will be conducted by [name & position]. You are entitled to be accompanied by a colleague or trade union official.  If you are unable to attend at the scheduled meeting time, please contact this office immediately in order that we can reschedule same.

Yours sincerely,

___________________
NAME
POSITION
COMPANY NAME 
