Must be on the organisation’s headed paper
Date

Jane Morgan
Client Services Co-Ordinator

Quality South East
Old Abbey House

Abbey Close

Abingdon

Oxon  OX14 3JD
Dear Jane
Organisation name is committed to achieving success for the organisation through its most valuable asset, its people, and will work to achieve the national Investors in People Standard.

Currently XX people are involved in helping us achieve our aims and objectives, and they will be made aware of our commitment to the Standard and their part in our success.

We are working with our Adviser - Adviser name, to identify the actions that we need to take to meet the requirements of the Standard.

We anticipate being ready for assessment by approximate date (month and year).

Yours sincerely

Name (should be the most senior person in the organisation)
Title

