NOTICE TO ALLEGED HARASSER REGARDING

SEXUAL HARASSMENT COMPLAINT

Date:      
To:      
From:      
Re: Sexual harassment complaint 

We have received a complaint of sexual harassment on the part of one of your [Employees/Co-workers].  I don’t have to tell you how seriously we take any complaint of harassment.  I have started an immediate investigation of this complaint.

We don’t want to falsely accuse anyone of harassment, but at the same time we must move quickly to get to the facts of this unfortunate situation.

Please cooperate fully in this investigation.  If this investigation determines that sexual harassment has occurred, you will be subject to the discipline outlined in our company policy manual.
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