
Confidentiality Assurance Letter 

Date: [Insert Date] 

To: [Employee's Name] 

Address: [Employee's Address] 

Dear [Employee's Name], 

We acknowledge the receipt of your grievance submitted on [Insert Date]. We take your 

concerns seriously and are committed to addressing them promptly. 

This letter serves to assure you that all discussions and documents related to your grievance will 

be treated with the utmost confidentiality. Only individuals who are directly involved in the 

grievance process will have access to the information you provide. 

We appreciate your courage in coming forward and assure you that taking such a step will not 

result in any form of retaliation. Your trust in us is paramount, and we aim to manage your 

grievance with the highest level of discretion. 

If you have any further questions or require additional information, please do not hesitate to 

reach out. 

Thank you for bringing this matter to our attention. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Contact Information] 


