GRIEVANCE LETTER
 
[Your address]
[Your city, province, postal code]


[Name of contact person]
[Title]
Assam Association of Alberta
116 Aventerra Court
Rocky View County, Alberta T3Z 0A9, Canada

Re: [Reference to your complaint or grievance]
Dear [Contact Person]:
This letter is to notify you about a problem I am having with [name of service or person] that I have [concern with] at [name of location] location on [date].
[bookmark: _GoBack]I am dissatisfied with [service or person] because [describe problem].  I have already attempted to resolve this problem by [describe attempts and actions taken].  I have enclosed copies of my records.  [Include relevant documents]. Unfortunately, the problem remains unresolved.  I am hereby requesting that you:  [List specific actions (such as:  facilitate discussion, propose resolution)]

1)

2)

Please contact me as per my availability suggested below, for any discussion, resolution, arbitration or mediation
1) [Date]  [Time] [Location]
2) [Date]  [Time] [Location]
Thank you for your anticipated assistance in resolving my problem.  Please contact me at [telephone number and/or e-mail address] if you have any questions.
Sincerely,
[Your signature]

[Your name]
[Date]




 Enclosure(s): [List attached document copies]  
Please email this completed form to support@assamassociationalberta.com
