[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Explanation on customer complaint report

Dear John,
[bookmark: _GoBack]The purpose of writing you this letter is to inform you that it has come to our notice by one of our potential customers that he has been scammed by you in the amount that actually had to be transferred in his account within a specified time limit. As you are concerned with the accounts section, therefore you were given a cheque number ABC 1Q345 the amount of which had to be transferred in the customer’s account. It was reported to us by Mr. Lee, who is the aggrieved customer in this case. As per the rules and regulations of the company, it takes one day for an amount to be transferred to the customer’s account.
Mr. Lee waited for three days, thinking that there must be a technical problem with the company's system. Yesterday, he lodged a complaint in the head office that despite passing four days, the said amount has not been transferred in his account. When we investigated the matter, we came to know that no such cheque was sent by you for further processing and verification process whereas you had issued a receipt to the customer.
The situation is indicating that you have been accused of scam with our respected customer. Our customers mean a lot to us and we have a zero-tolerance policy for such scams with them. Considering the severity of the matter, you are being given a time of 24 hours in order to explain your position regarding the fact why has the amount not yet been transferred. Moreover, if you fail to produce sufficient proof in support of your argument or do not submit an answer, it will be confirmed as a scam and you will have to be suspended as per the existing rules of the company.
I hope you will understand the problem and submit your answer within a day.
Sincerely,
[XYZ]
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