
Complaint Acceptance and Processing 

Upgrade 

Date: [Insert Date] 

Dear [Customer's Name], 

Thank you for reaching out to us regarding your recent complaint. We appreciate your feedback 

and would like to inform you that we have officially accepted your complaint for processing. 

We take customer concerns seriously, and we are committed to addressing your issue promptly. 

Our team will begin reviewing your case and will ensure that all necessary steps are taken to 

resolve it. 

To keep you informed, we will provide you with updates on the status of your complaint every 

[insert time frame, e.g., 5 business days]. If you have any additional information or questions, 

please do not hesitate to contact us at [insert contact information]. 

We value your business and strive to provide the best service possible. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


