Acknowledgment of Customer Complaint

Date
Customer Name
Address
City, State, Zip
Dear [Mr.][Mrs.][Ms.] Customer Last Name:
We received your [letter][message][email] on Month Day, Year about [describe substance of complaint](. I am sorry to hear that you were dissatisfied with the [service][product] we provided. 

We want to address your concerns as quickly as possible. To that end, please [call][email] me at [contact number][mailing address] if the following summary of your complaint is inaccurate: [summary of complaint](. [(Optional) We have taken the following initial actions to correct the situation: [describe actions].](
Be assured that we will conduct a full investigation into your concerns. I welcome the opportunity to speak with you directly to gather additional information so the matter can be addressed quickly and appropriately. Please feel free to contact me at the [number][address] listed above, or let me know if there is a convenient time for me to contact you.

Sincerely,
______________________

Your Name
Title
cc:  [additional individuals (e.g., customer service, complaints department, etc.)]
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