Acceptance of HR Concerns Raised

Date: [Insert Date]

[Employee’'s Name]

[Employee’'s Address]

[City, State, Zip Code]

Dear [Employee's Name],

We are writing to formally acknowledge receipt of the concerns you raised regarding [briefly
mention the concerns]. We appreciate your commitment to ensuring a positive working
environment.

After a thorough review of the situation, we would like to inform you that we accept the issues
presented. We take these matters seriously and are committed to addressing them effectively.
Our HR team will implement the necessary steps to resolve the concerns and will keep you

updated throughout the process.

Thank you for bringing this to our attention, and for your patience as we work to resolve these
matters.

Sincerely,

[Your Name]
[Your Job Title]
[Company Name]

[Contact Information]



