LETTERHEAD

(insert date)

(Insert Name
)

(Insert Address)

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

Thank you for your complaint dated (insert date) regarding (complaint).

The issue(s) raised have been investigated and the following decisions reached.

(Outline each decision together with any action taken/to be taken. Include timelines and the title of the person responsible for each action.)

(Use dot points if more than one issue.)

We hope that this will address your concerns.

However if you feel that the issue has not been fully resolved please contact (insert name of next person within the organisation to whom complaint should be forwarded) on (phone number) or (email address).

You may wish to access advice and/or support from an external agency. A list of advocacy and other relevant services is attached.

We would like to thank you for bringing this issue to our attention. (Insert name of agency) believes that addressing concerns for one person or group can only lead to an overall improvement in service provision. Our aim is to provide the best possible service at all times.

Yours sincerely,

(insert name)

(insert title)

(Insert contact details)
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