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Template (4)
Suspension letter sent to the Respondent on receipt of complaint
[Insert:  Name of Person]

[Insert:  Address]
[Insert:  Date]
Dear  [Insert Name of Person]
Complaint received against [Insert Name of Person] and Suspension of [Club/County/Region] Membership
 [Insert Membership No: ……………….]
The [Club/County/Region] has received a complaint from [insert name of person] against you.                   A copy of the complaint documentation is enclosed for your information.

In view of the seriousness of these concerns, the [Club/County/Region] has to conduct an investigation, which may include the need to convene a Disciplinary Panel to consider this matter. 
I write to inform you, therefore, that whilst this matter is under investigation, as in line with the Archery GB Disciplinary Policy, your membership of [Club/County/Region] is suspended with immediate effect and you are prohibited from entering [Club/County/Region] premises and from partaking in any activity organised under the auspices of [Club/County/Region].  
If applicable, under the terms of suspension, your current [Club/County/Region] card must be returned to the [Club/County/Regional] Secretary.

If appropriate, the [Club/County/Regional] Secretaries and Archery GB Membership Services may be informed of your suspension.
For clarification, this suspension is to enable appropriate investigation and does not imply an assumption of guilt.
A copy of the Archery GB Disciplinary Policy is available at:
[Insert link]
Yours sincerely

[Signature]
[Insert Name]
[Insert Club/County/Regional Position Held]
Encl:
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