Letter Appeal Outcome – Uphold decision

[Date]
[Employee’s name]
[Employee’s address]
Dear [name]
Appeal hearing outcome
I write further to the appeal hearing held on [date] and conducted by [name].

For the record, [name] attended as note-taker and *[name] attended as your companion/representative[or][you declined to be accompanied]. .

I am writing to confirm my decision to uphold the disciplinary decision of [name of disciplining officer] taken on [date of initial disciplinary hearing] *[to dismiss you with/without notice for misconduct/gross misconduct OR to issue you with a verbal/First Written/Final Written Warning].
*The reason[s] for this is/are [reason]. 
There is no further right of appeal from my decision.

Yours sincerely

[name]
[job title]
Cc file

* complete/delete as appropriate

