Complaint Acknowledgment Letter
Fillable template — replace every [bracketed] prompt and delete anything you do not need.
Section-by-section guidance and a worked example: investigation.professionaldrafter.com/notices-and-letters/complaint-acknowledgment-letter/

Letter header
To: [ ______________________ ]
Date: [ ______________________ ]
Reference: [Neutral — avoid describing the allegations in the subject line]
[Addressee, date, and a neutral subject reference]

Acknowledgment of receipt
[What was received, the date received, and how it was made]

What happens next
[The process, who will investigate, an indicative timeframe, and the commitment to update if it changes]

Confidentiality
[The confidentiality approach, its limits, and what the complainant is asked to do]

Non-retaliation
[Non-retaliation commitment and the reporting route, with a named contact]

Support and interim measures
[Support available; invitation to raise working-arrangement concerns]

Contact and closing
Signed: [ ______________________ ]
Title: [ ______________________ ]
[Named contact, contact details, and closing]

This template is a general documentation aid, not legal advice. Workplace investigation requirements vary by jurisdiction, sector and policy. Adapt it to your own setting and take advice where the matter warrants it. Delete this notice before use.
