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WRITTEN COMPLAINT FORM 

 

Filed by (name and signature):  

 

Delivered to (name of supervisor):  

 

Date:  

 

The full name of each employee involved: 

 

    

 

    

 

A brief but specific summary of the complaint and the facts surrounding it: 

 

  

 

  

 

  

 

  

 

 

A specific description of any prior attempt to discuss the complaint with the employee and the 

failure to resolve the matter: 
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