Your Name
Your Address Line 1
Your Address Line 2

Your email address

The Manager, Human Resources
University of Melbourne Student Union

Level 4, Building 168
University of Melbourne VIC 3010

Via email: hr@union.unimelb.edu.au

Dear Manager, Human Resources,

| write to complain about conduct, which | believe is in breach of UMSU Policy.

Background

Briefly describe the conduct you want to make a complaint about. Please be specific with details
about when, where and what happened.

Desired outcome

What outcome are you seeking? What would resolve your matter? For example, an explanation, an
apology, access to services, financial compensation, change in policy etc.

| request that you provide me with a written response to this letter within 14 days.

Should you wish to discuss this further, you can contact me via Insert preferred method of contact

Regards,

Insert your full name
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