
Complaint Recognition and Elevated Review 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company Name: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I am writing to formally acknowledge the receipt of my complaint submitted on [Insert Date of 

Original Complaint] regarding [briefly describe the issue]. I appreciate your prompt attention to 

this matter. 

In light of the circumstances, I request an elevated review of my case. I believe that a thorough 

examination by senior management may yield a satisfactory resolution. I am keen on 

understanding the steps the organization will take to address my concerns effectively. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 


