Job Evaluation Appeals Team,

c/o Human Resources & Organisational Development,

Tom Johnston House,

Civic Way,

Kirkintilloch, G66 4TJ.





Date _________

Dear Sir/Madam,

Name
              
_____________________
                                                       
Job Title

_____________________

Benchmark Ref. No.
_____________________

Home Address

_____________________
_____________________

In order for me to consider whether I will lodge an appeal against the outcome of my job evaluation I require the following information:-
1. A copy of my job overview.
2. The completed job-holders questionnaire. 

3. The initialled overview created at interview. 

4. The job analysts notes from interview.
5. All subsequent notes from meetings with managers in regard to the benchmark.
6. The audit trail associated with any subsequent changes made due to the quality and consistency checking processes.
7. Any information submitted through the informal query process pertaining to my benchmark.
As this will be used to formulate the evidence upon which my appeal will based, I will expect this information within ten working days as per the agreement between  the Trade Unions and the Head of Human Resources.

Yours truly,
