
[Your Company Letterhead] 

Date: [Insert Date] 

[Stakeholder Name] 

[Stakeholder Address] 

[Stakeholder City, State, Zip Code] 

Dear [Stakeholder Name], 

Thank you for reaching out to us regarding your recent concern. We acknowledge receipt of your 

complaint dated [Insert Date of Complaint]. We understand that you are seeking clarification 

concerning [briefly mention the subject of the complaint]. 

Your feedback is important to us, and we take such matters seriously. We are currently in the 

process of reviewing the details of your concern and will make every effort to address your 

request promptly. 

Please allow us [insert time frame] to conduct a thorough investigation. We will be in touch with 

you by [insert follow-up date] to provide you with an update on our findings. 

Should you have any additional information or wish to discuss your complaint further, please do 

not hesitate to reach out to me directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your understanding and patience in this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Contact Information] 


