                                                                                     [Insert Logo]





                                                 [Insert Club/County/Region]





                                                                [Insert Address]   

	Tel No:
	[Insert]

	   Email:
	[Insert]

	   Web:
	[Insert]


Template (3)
Letter sent to the Respondent 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] has received a complaint from [Insert name of person] against you.                    A copy of the complaint documentation is enclosed for your information.
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.
It would be appreciated if you could send me your response by [insert date]. 
A copy of the Archery GB Disciplinary Policy is available at:

[Insert link]
Yours sincerely

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