

[On Company Letterhead]

[Today’s date]

Private and Confidential





Dear [Insert Name]

Grievance Meeting Decision

Following the grievance meeting on [insert date], I am writing to confirm the decision taken at the meeting [and the subsequent action(s) intended to be taken by the Company in order to resolve your grievance.]
The decision taken at the grievance meeting is [specify the details of the decision] [and the action(s) to be taken by the Company is/are specify the actions to be taken.] This/These action(s) is/are being considered with regard to the following circumstances:
[Insert details of circumstances]
Please note that you have the right to appeal against this decision [and/or the intended action(s).] If you wish to appeal you should set out the grounds of appeal in a letter to me within [insert amount] days of receiving this letter.
Should you wish to discuss the content of this letter further please do not hesitate to contact me.
[Insert Name and Job Title]
For and on behalf of [Name of Company]



[Insert name and address of recipient]





This document is for general information purposes only. While we endeavour to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, or suitability with respect to the content of this document.
 
In no event will we be liable for any loss or damage including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from the use of the documents.
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