(Your Address)
Email: (Your Email)
[Today's date]
For the attention of (Name of HR Manager/Line Manager)
(Address of Employer)
Dear [name of your employer / HR manager/ line manager],
Re: Raising a Formal Grievance.
I am writing to raise a formal grievance.

I have a [problem with / complaint about give clear details about what it is that you wish to raise a grievance, state names, dates etc).
I have evidence in the form of (Enter full details of any evidence you have to support your grievance, this section is optional, please delete if this does not apply).
I would be grateful if you could inform me as to when I can meet with you in order to discuss my formal grievance. I will be accompanied at the meeting by [name of person accompanying you] as is my right.
Yours sincerely,

[Your name]
