	Consult with Employee Relations Consultant before issuing this letter.



PUT ON LETTERHEAD

TEMPLATE FOR LETTER OF REVIEWER RESPONSE (IF EMPLOYEE HAS NOT RESPONDED) 
[Date]
TO:
[Name of Supervisor taking the action, job title]
            [Address]
RE:
Reviewer Response to Notice of Intent to [________] dated____________

Dear [Name of Supervisor]:
As Reviewer, I am providing my response to the Notice of Intent to [________] dated ______ for [Name of Employee].
[Name of Employee] did not contact me during the appeal period.

Therefore, you may proceed with the [name of action].
Sincerely,
[Name of Reviewer]
[Job Title]
Attachments:  Notice if Intent to [_______] dated _________ 

CC:  Employee Relations Consultant [name]

        Higher level Manager [name]
