Professional response to a submitted grievance

Subject: Response to Your Grievance Submission

Dear [Recipient Name],

We acknowledge receipt of your grievance submitted on [Date] regarding [Issue]. After careful
review, we have taken the necessary steps to investigate the matter thoroughly.

We appreciate your patience and assure you that appropriate measures have been implemented to
address the concern. Should you have further questions or require additional clarification, please do
not hesitate to contact us.

Sincerely,

[Your Name]

[Position/Department]

[Organization]
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