
Response to Your Complaint Inquiry 

Date: [Insert Date] 

Dear [Recipient's Name], 

Thank you for reaching out to us regarding your concerns about the services provided by our 

agency. We appreciate your feedback and take all complaints seriously. 

We have received your complaint dated [Insert Complaint Date] regarding [briefly describe the 

issue]. We are currently conducting a thorough investigation into the matter to ensure that we 

address your concerns properly. 

As part of our inquiry, we have reviewed the relevant documentation and spoken with our staff 

involved in your case. We aim to resolve your concerns as quickly as possible and ensure that 

our services meet the highest standards. 

We will provide you with a follow-up response by [Insert Follow-Up Date], informing you of the 

outcome of our investigation. If you have any additional information that you believe may assist 

us in our inquiry, please do not hesitate to reach out to us. 

Thank you for your patience and understanding during this process. 

Sincerely, 

[Your Name] 

[Your Position] 

[Agency Name] 

[Contact Information] 


