
 

 

Letter from Claimant to Respondent seeking discovery 
 

Claimant’s Address for Correspondence 
 
Insert Respondent’s Address 
 
Date 
 
Re: OITFET Case No XXX/YY Claimant v Respondent 
 
Dear  
 
I write in respect of the above matter in which I am the Claimant.  
 
I hereby request you to furnish me with all documents in your 
control or possession which are clearly relevant to the issues in this 
case.  Without prejudice to the foregoing I specifically request the 
following documents:  
 
[Example of documents you might seek when in employment]: 
 

1. Copy of my employment contract  
2. Copy of my terms and conditions of employment 
3. Copies of any Equal Opportunities Policy operated by the 

Respondent 
4. Copy of my personnel file 
5. Copies of all complaints made against my line manager by 

me; 
6. Copies of the personnel files of the following employees 

[Insert names]; 
7. Details of all disciplinary proceedings against me and against 

the employees referred to above at item number 6. 
8. Copies of all documents on which the Respondent intends to 

rely at the hearing of this claim. 
 
[IExample of documents you might seek when applying for a job]: 
 

1. The shortlisting criteria proposed for use and the criteria 
actually used in the shortlisting process  

2. All guidance given to the shortlisting panel members on the 
meaning and interpretation of those criteria. 



 

 

3. The assessments of all candidates who were shortlisted 
against the shortlisting criteria actually used including al 
handwritten notes of the shortlisting panel members. 

4. Copies of the applications made by all candidates who were 
shortlisted. 

5. Copies of all documents on which the Respondent intends to 
rely at the hearing of this claim. 

[Include/delete as appropriate] 
 
In the event that you do not furnish all of the above documents 
within 14 days of the date of this letter, I will make an application to 
the Tribunal to require you to produce them. No further 
correspondence will be entered into and use will be made of the 
terms of this letter to fix you with the costs of, and incidental to, any 
such application which may be made. 
 
Yours etc… 

 


