[Company Logo]   [Company Name]
OPEN DOOR MEETING REQUEST
	Company:
	[Company Name]

	Request No.:
	[Reference Number]

	Date:
	[Date]



Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Reporting Manager
	 

	Contact Number / Email
	 



Meeting Request
	I would like to meet
	[Leader Name / Designation] or HR Head

	Preferred date(s) and time
	 

	Mode: In person / Phone / Video call
	 

	Approximate time needed
	 



Topic
  Concern about my work or role
  Concern involving my reporting manager
  Career or development discussion
  Suggestion or idea
  Feedback on a policy or change
  Other
	Brief description of what I wish to discuss
	 

	Why I prefer the open door route rather than my reporting line
	 



Consent
  My reporting manager may be told about this meeting
  Please do not inform my reporting manager at this stage
The company encourages open communication. Using the open door policy will not affect your performance rating, career or treatment at work in any way, and the discussion will be kept confidential within the limits of company policy.

	______________________________
Employee
[Employee Name]
Date: [Date]


For Office Use
	Meeting held on
	 

	Met with
	 

	Summary of outcome
	 

	Follow-up action and owner
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