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NAS if none -->

Enter the date as
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Employee number -->
Name -->

Full Address or enter
Delivery By Hand -->

REMEMBER -

-Use Capital letters for
the start of
names/sentences.

-Any times must be
entered as hh:mm

-Replace all [WORDS]
with lower case where
appropriate.

Instructions:

1. Tick 'highlight required fields" in the top right corner of the letter.
2. Amend the letter in the box.

3. When complete click the 'Finish & Print' button to print copies for

you to send to the colleague, a copy for your own records and one
for ER Services

cO
op

’ Spellcheck Letter

LETTERS MUST NOT BE HANDWRITTEN AND MUST BE
COMPLETED IN FULL.

ER Services Reference: [REFERENCE NUMBER]

[DATE]

[EMPLOYEE NUMBER]
[NAME]

[ADDRESS1]
[ADDRESS?]
[ADDRESS3]
[POSTCODE]

Dear [NAME]

We acknowledge receipt of your recent letter and note that you have decided to give the
Co-operative Group a period of [NUMBER] weeks notice of resignation, effective from [DATE].

The Co-operative Group recognises that occasions can arise upon which a colleague can act
hastily, and perhaps reach a decision that may be regretted later. Our purpose in writing to you is
to avoid that situation, or the possibility of any associated misunderstanding, as your letter follows
our notification to you of a disciplinary meeting on [DATE] which you failed to attend.

A further disciplinary meeting has therefore been arranged within your resignation period. We
urge you to attend this meeting as we value your contribution, and the meeting will provide you
with a further opportunity to explain the circumstances.

Details of the meeting are as follows:-

Reason: [REASON]

Date: [DATE]

Time: [TIME]

Venue: [VENUE]

Interviewer: [INTERVIEWER]

If you should wish to have representation at the disciplinary meeting, for example another

colleague or a trade union representative, please make the necessary arrangements: if you are
under 18 years of age you may, if you wish, be accompanied by a parent or legal guardian.

Registered Office: Co-operative Group Limited
1 Angel Square, Manchester, M60 OAG. Reg No 525R
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Please note that if you fail to attend this re-arranged disciplinary meeting we shall review the facts
as known on the day and reach a decision in your absence.

| would be grateful if you would confirm your attendance by contacting me on [NUMBER]

Yours sincerely

[NAME]
[POSITION]

Registered Office: Co-operative Group Limited
1 Angel Square, Manchester, M60 OAG. Reg No 525R
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	Prompt: Enter the ER Services reference number or NAS if none -->


Enter the date as dd/mm/yyyy -->





Employee number -->

Name -->

Full Address or enter Delivery By Hand -->



REMEMBER -                

-Use Capital letters for the start of names/sentences.

-Any times must be entered as hh:mm

-Replace all [WORDS] with lower case where appropriate.

	Details: ER Services Reference: [REFERENCE NUMBER]

[DATE]	
				
				

[EMPLOYEE NUMBER]

[NAME]
[ADDRESS1]
[ADDRESS2]
[ADDRESS3]
[POSTCODE]

Dear [NAME]

We acknowledge receipt of your recent letter and note that you have decided to give the Co-operative Group a period of [NUMBER] weeks notice of resignation, effective from [DATE]. 

The Co-operative Group recognises that occasions can arise upon which a colleague can act hastily, and perhaps reach a decision that may be regretted later.  Our purpose in writing to you is to avoid that situation, or the possibility of any associated misunderstanding, as your letter follows our notification to you of a disciplinary meeting on [DATE] which you failed to attend.  

A further disciplinary meeting has therefore been arranged within your resignation period.  We urge you to attend this meeting as we value your contribution, and the meeting will provide you with a further opportunity to explain the circumstances.

Details of the meeting are as follows:-

Reason:  [REASON]

Date: [DATE]

Time: [TIME]

Venue: [VENUE]

Interviewer: [INTERVIEWER]

If you should wish to have representation at the disciplinary meeting, for example another colleague or a trade union representative, please make the necessary arrangements: if you are under 18 years of age you may, if you wish, be accompanied by a parent or legal guardian.

	Details2: Please note that if you fail to attend this re-arranged disciplinary meeting we shall review the facts as known on the day and reach a decision in your absence.

I would be grateful if you would confirm your attendance by contacting me on [NUMBER]
	
Yours sincerely



[NAME]
[POSITION]
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