
Grievance Acknowledgment Letter 

Date: [Insert Date] 

[Employee's Name] 

[Employee's Address] 

[City, State, Zip] 

Dear [Employee's Name], 

We would like to acknowledge the receipt of your grievance submitted on [Insert Date of 

Grievance]. Your concerns are important to us, and we take such matters seriously. 

We are currently conducting an advanced assessment of the issues you've raised, and we aim to 

thoroughly investigate the matter. This process may involve gathering additional information and 

speaking with relevant parties. 

You can expect to hear back from us by [Insert Expected Response Date]. In the meantime, if 

you have any further information that you believe may assist us in our investigation, please do 

not hesitate to reach out. 

Thank you for bringing this matter to our attention. We appreciate your patience as we work 

through the assessment process. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip] 

[Contact Information] 


