
Complaint Investigation Update 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are writing to provide you with an update regarding the investigation of your complaint filed 

on [Insert Date of Complaint]. We appreciate your patience as we have been conducting a 

thorough investigation into the matter. 

As of today, we have completed the initial review and have taken the following steps: 

• [Step 1: Description] 

• [Step 2: Description] 

• [Step 3: Description] 

We expect to reach a conclusion by [Insert Expected Date], and we will keep you informed of 

any developments. Your concerns are important to us, and we are committed to ensuring a fair 

and thorough process. 

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

us at [Insert Contact Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


