Response to Your Complaint

Date: [Insert Date]

To: [Complainant's Name]

[Complainant's Address]

Dear [Complainant's Name],

Thank you for bringing your concerns to our attention regarding the reported incident on [Insert
Date of Incident]. We take all complaints seriously and are committed to ensuring a safe and
respectful environment for all individuals.

Upon receiving your complaint, we conducted a thorough investigation in accordance with our
anti-discrimination policy. We reached out to all relevant parties and reviewed the evidence
provided.

Our findings indicate that [summarize findings, e.g., "there was insufficient evidence to support
your claim™ or "the investigation substantiated your concerns™]. We have taken appropriate
actions to address the situation, which include [describe any actions taken, if applicable].
Please be assured that our organization is dedicated to upholding the principles of equality and
non-discrimination. We encourage you to continue to raise any concerns you may have in the

future.

If you have any questions or would like to discuss this matter further, please do not hesitate to
contact me at [Your Contact Information].

Sincerely,

[Your Name]

[Your Title]
[Organization Name]

[Organization Contact Information]



