Date  
Name
Position 

Dear Name,
Reference: Grievance Outcome 

I write further to our meeting held on Date, in order to confirm the outcome of the formal grievance that you submitted in writing on Date.   

As you will recall, your initial grievance related to your perception that you brief over view of grievance.
Your views were discussed in greater detail at the aforementioned grievance meeting at which you were unaccompanied / accompanied by Name.  
At the outset of the meeting you stated that…..
Overview of the discussion including evidence offered and any countermanding points.

After taking into consideration the evidence presented at the meeting, I informed you after a short recess that on the balance of probability I did not believe that there was sufficient evidence to uphold your grievance and consequently I would not be taking the action that you requested.    
I understand and appreciate that this was not the outcome that you were seeking and in line with the Company’s grievance procedure you are entitled to appeal against this decision.

Should you wish to advance this option and appeal against this decision you may write, clearly stating your reasons for appeal, to Name at Address within seven days from receipt of this letter.
Similarly, if you disagree with the factual content of this letter, I would also be grateful if you could notify me directly of any discrepancy in writing within seven days from receipt of this correspondence. 
Yours sincerely,
Name 
Position
