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Template 1: Employee pro-forma to outline issues and help discussions 
	Name
	…………………………………………………………………………

	Contact Number
	…………………………………………………………………………

	Job Title
	…………………………………………………………………………

	Department
	…………………………………………………………………………



[image: image1]
	Employee signature
	………………………………………………………………….

	Date
	………………………………………………………………….


Please send completed form to your line manager or other appropriate senior manager
[image: image2.png]



Please outline your issue/s with regard to:


1 What is causing you concern?


2 Who has been involved in this?


3 What action have you taken to resolve it?


4 Why has this not worked?











Please outline how you think this situation can be resolved.











You may attach additional information.
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