[bookmark: _GoBack]MPSB Notice of Appeal
[to be provided simultaneously to both Complainant and Respondent] [date]

Dear [party name]:
This is a notice that a timely appeal has been filed by [name of appealing party] challenging the decision issued by [name and title of initial decision-maker] in the formal sexual harassment complaint made by [Complainant’s name] against [Respondent’s name].
This appeal alleges that [state the basis for appeal provided on the appeal form and briefly summarize the allegations of the appealing party].
This appeal will be reviewed by [name and title of appeal decision-maker]. You have the right to provide a written statement to [the appeal decision-maker] in support of, or challenging, the written decision.
Please submit your written statement [indicate whether in-person, email, or other] within five (5) calendar days of the date of this letter.
If you have any questions, please let me know. Sincerely,




[name, title, contact information]

