[Company Logo]   [Company Name]
GRIEVANCE CLOSURE LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Closure of grievance case no. [Reference Number]
Dear [Employee Name],
This letter confirms that your grievance dated [Date] regarding [brief description] is now closed with effect from [Date] for the following reason:
  All actions set out in the resolution letter dated [Date] have been completed
  The appeal period ended on [Date] and no appeal was received
  The appeal was decided on [Date] and the decision is final
  You withdrew the grievance voluntarily by your letter/email dated [Date]
Actions completed:
	Action
	Completed On
	Remarks

	[Action 1]
	[DD/MM/YYYY]
	[Remarks]

	[Action 2]
	[DD/MM/YYYY]
	[Remarks]

	[Action 3]
	[DD/MM/YYYY]
	[Remarks]



The case file will be retained confidentially by Human Resources as per company record-keeping practice. Closure of this case does not limit your right to raise any new concern. If the issue recurs, or if you experience any unfavourable treatment linked to this grievance, please contact [HR Name] at [Email / Phone].
Thank you for your cooperation throughout the process.
Yours sincerely,

	______________________________
For [Company Name]
[HR Name]
Human Resources
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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