
Quick Grievance Acknowledgement Email

Subject: Acknowledgement of Your Complaint

    Dear [First Name],

    Just a quick note to confirm weâ€™ve received your grievance and logged it in our system. Our

team will begin reviewing it right away and get back to you shortly. 

    Thanks for letting us know â€” weâ€™ll update you soon. 

    Regards,

    [Your Name]
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