
Grievance files are a critical way stewards stay organized
and protect the union against possible charges. The type of
information you need in your grievance file will depend on

the grievance you are investigation. Here are some
recommendations of where to begin. 

RECOMMENDED
CONTENTS OF A
GRIEVANCE FILE

1 T A B L E  O F  C O N T E N T S

2 G R I E V A N C E  S U M M A R Y

3 G R I E V A N C E  F O R M

4 D I S C I P L I N E  L E T T E R

5 S T A T E M E N T  O F
O C C U R E N C E

N O T E S  F R O M  C O N V E R S A T I O N S
W I T H  G R I E V A N T ,  I N V E S T I G A T O R Y
&  F I R S T  S T E P  M E E T I N G

R E Q E U S T  F O R  I N F O R M A T I O N
( R F I )  L E T T E R

R E L E V A N T  P A R T S  O F
P E R S O N N E L  F I L E

6

7

8
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