To
[The Business Name]
[Address]
Subject: [X] Complaint acknowledgment
Dear James,
I am writing you in response to your complaint about an issue you brought to our attention on [date]. This document is meant to inform you that your complaint has been received and forwarded to the department for further necessary action. Currently, we are looking into the matter and trying to find out those circumstances which led to the problem.
As per our company procedure, it requires us two working days to examine your problem thoroughly. Meanwhile, you are requested to wait patiently. Your cooperation is required, and we will inform you about the outcome of your complaint soon after the committee submits its report.
We appreciate your patience and cooperation in solving this problem. If you have any queries, you can contact us at [number] without any hesitation. Copy of detailed decision about your complaint will also be sent to you within due course of time.
Thank you for your patience.
Sincerely,
Jonathan Paul
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