STRICTLY PRIVATE & CONFIDENTIAL

 MACROBUTTON NoMacro [Recipient's name & address] 



Dear <Title / Surname>,

Acknowledgement of Stage 1 Appeal

I am writing to acknowledge receipt of your Stage 1 Appeal Form dated <DD/MM/YYYY> appealing against the decision made by <Manager’s Name, Job Title> under the NHSScotland Attendance Policy.

<<name and Job Title> will consider your appeal.  They will notify you of the outcome in due course.
If you have any queries regarding the above, please do not hesitate to contact me.

Yours sincerely,

<Appeal recipient Name>
 <Job Title>

<Cc Manager >

< Trade Union Representative>

