[Please insert 

your name 

and address here]

[Please insert date]

The Chief Executive

[Please insert the name of the Department]






[and the address]

Dear Sir/Madam

Accident Dated [please insert date] - [Please insert your name/name of injured person]
I write to notify you that the accident of the above date [insert date of accident], involving [insert your name here], is considered by myself to have been caused by the negligence of the Department in the following respect.

[Please insert a summary of the incident]

I shall be taking action to claim damages and would be grateful for:-


(a) 
confirmation of receipt of this letter; and


(b)
notification as to who future correspondence should be addressed.

I shall be represented in this matter by  [my union representative] [an advocate] [myself] – delete as appropriate.

Yours faithfully


[Please sign letter]


