LETTER TO HUMAN RESOURCES DEPARTMENT

Employee Name: Employee ID:
Position: Department:
Supervisor:

Subject:

Request for Consideration and Discussion

Dear Human Resources Department,

| am writing to formally bring to your attention certain matters pertaining to my employment with the company. This
letter is intended to document and communicate my position clearly and respectfully with the intent of seeking
resolution within the framework of company policy and applicable United States labor laws. 1. Employment Status and
Duties | acknowledge my current role and responsibilities as outlined in my employment agreement and job description.
| affirm my commitment to perform my dutiesto the best of my abilities and in accordance with the company’s
standards and expectations. 2. Workplace Conditions and Compliance Please be advised that | expect a safe,
nondiscriminatory, and compliant working environment as required by federal and state laws, including but not limited
to the Occupational Safety and Health Act (OSHA), the Americans with Disabilities Act (ADA), Title VII of the Civil
Rights Act, and other pertinent regulations. Should there be any workplace concerns impacting my ability to perform
my duties, | will notify HR promptly. 3. Compensation and Benefits | expect that my compensation, benefits, and
entitlements are administered in full compliance with applicable employment agreements, company policies, and
applicable wage and hour laws, including the Fair Labor Standards Act (FLSA). 4. Requests for Accommodation If
applicable, | reserve the right to request reasonable accommodations related to health, disability, or other protected
statuses under relevant laws. | understand that such requests must be made in writing and supported by appropriate
documentation when necessary. 5. Grievance and Dispute Resolution In the event of any dispute arising from my
employment, | am aware of the company'sinternal grievance procedures and my right to seek resolution through these
channels or any other remedies available under law. 6. Confidentiality and Data Protection | commit to maintaining
confidentiality with respect to proprietary and personal information as required under company policies and applicable
data protection laws. This letter is not intended to amend or replace any existing contracts or agreements but servesas a
formal communication to the Human Resources Department to ensure transparency and compliance. Please consider
thisaformal record of my concerns and requests.

| appreciate your attention to these matters and look forward to your timely response and continued cooperation.
Sincerely,

Employee Signature:

Date:

R r@efntative Signature:
|T_Lis F&’?g isatorma com urﬁ:ationandemtmdedTo‘beTHJaﬁycompﬁanrand’enmmeable under United States law.
Any information contained herein is confidential and is to be used solely for employment and human resources purposes..
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