
Short and immediate acknowledgement of grievance receipt

Subject: Grievance Received

Hi [Recipient Name],

We acknowledge receipt of your grievance submitted on [Date]. Your concern regarding [Issue] is

important to us, and our team is reviewing it carefully.

We will update you with our findings as soon as possible.

Thank you,

[Your Name]

[Organization]

Get more templates here: 

https://www.lettersandtemplates.com/letters/grievance-response-letter-template


