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                                                 [Insert Club/County/Region]





                                                                [Insert Address]   

	Tel No:
	[Insert]

	   Email:
	[Insert]

	   Web:
	[Insert]


Template  (2)
Acknowledgement letter sent to the Complainant on receipt of complaint
[Insert:  Name of Person]

[Insert:  Address]
[Insert:  Date]
Dear  [Insert Name of Person]
Complaint received against [Insert Name of Person] 

 [Insert Membership No:]
The [Club/County/Region] acknowledges receipt of your completed Archery GB complaint form. 
In accordance with the Archery GB Disciplinary Policy, the complaint will be considered by the [Club/County/Region] which will conduct initial enquiries into the complaint and may request further information.
You should be aware that I have invited the Respondent [insert name] to submit their response.
The [Club/County/Region] will meet on [insert date] and you will be provided with an update following that meeting.
Yours sincerely

[Signature]
[Insert Name]
[Insert Club/County/Region Position Held]
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