
Complaint Acknowledgement Letter 
Employee name
Employee address

Date

Dear name of complainant 

I am writing to let you know that we have received your complaint about outline of complaint. We will commence a formal investigation in relation to the concerns you have raised as per our policy name. I have attached a copy of this policy that explains the steps we will take.

If you have any questions concerning this letter, or would like to discuss the complaint further, please contact name, position, contact number.

Yours sincerely

Signatory name
Signatory position
Organisation address
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