
Concern Acknowledgment 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Acknowledgment of Concern and Next Steps 

Dear [Recipient Name], 

I would like to acknowledge the receipt of your recent concern regarding [briefly describe 

concern]. We take these matters very seriously and appreciate you bringing this to our attention. 

We are currently in the process of reviewing the situation and would like to ensure that all 

relevant information is gathered. As part of our standard procedure, we would like to outline the 

following steps for further escalation: 

1. Investigation: Our team will conduct a thorough investigation and gather necessary 

details. 

2. Follow-Up Meeting: We will schedule a follow-up meeting to discuss our findings and 

any further concerns you may have. 

3. Resolution Plan: A resolution plan will be developed and communicated to you 

promptly. 

4. Feedback: We will seek your feedback on the resolution process and make adjustments 

as necessary. 

Thank you for your patience and understanding as we work through this matter. Should you have 

any immediate questions or further concerns, please do not hesitate to contact me directly. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


