(On organisation letter head)


To,										Date:………………..	
Globalised Compaign Welfare Society, 
9/4, Lane No. West Laxmi Market,
East Delhi, New Delhi: - 110031
Subject: Request Letter
Dear Sir,
We (……………...), having a factory running under factory act 1948, situated at (…………………….)  in the business manufacturing of …………………... .
As per POSH (Prevention of Sexual Harassment of Women at Workplace) Act 2013, we need to constitute an Internal Complaint Committee against prevention of sexual harassment at workplace. 
The aim of the formation of the committee is to protect the female employees from any kind of sexual harassment in an organisation. If something occurs offensive in the context of sexual harassment, the committee will take a required action immediately or organize a meeting in monthly/quarterly/yearly interval and minutes of meeting will be recorded. We prefer your NGO (Globalised Compaign Welfare Society), as 
an external member of our Internal Complaint Committee and want to opt an opportunity to take service/training/awareness programme by your trainers.
We request you to visit our organisation to complete further process and sign an agreement. 
Further manpower strength is given below:
Male : ……..				Female : ……..
We look forward for your favorable response.

FOR …………


Authorised Signatory 

NOTE: 
1) We have read all terms and conditions carefully written in your agreement and accept it.
2) Kindly raise an invoice of your service in favor of our organisation and will make the payment by NEFT/cheque on the same day.
