LETTERHEAD

(insert date)

(Insert Name
)

(Insert Address)

Dear (insert name)
Reference:
 Complaint dated (insert date)

I am writing to confirm that your complaint regarding (insert a brief description of the complaint and if relevant the person on whose behalf it was raised if different to the person making complaint) has been received.

The issues raised will be investigated as quickly as practicable. We will respond to your letter by (insert date). (remove if not applicable)

OR

We would like to invite you to a meeting on (insert date) at (insert time) at (insert venue) to discuss this in more detail. Please let us know if you need any support to come to this meeting  - e.g. an interpreter, (remove if not applicable)

A copy of the Complaints Policy is attached. 

If you have any questions please do not hesitate to contact me.

Yours sincerely,

(insert name)

(insert title)

(Insert contact details)
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