
EMPLOYEE NOTICE OF SEXUAL HARASSMENT

COMPLAINT INVESTIGATION
To:      
From:      
Re: Sexual Harassment Complaint

We have received your complaint of sexual harassment on the part of [Name of Alleged Harasser], and want you to know that we take any complaint of harassment very seriously.

I have talked with our President and our Vice President of Human Resources, and followed up my telephone discussion with a letter to both executives indicating I will launch an immediate investigation into this matter.  Please be assured that if we do find harassment has taken place, we will not allow it to continue.  It is our intent to provide all employees with a positive work environment.

If you wish to discuss this matter further while the investigation is taking place, please feel free to call either your HR rep or me.

