<<Name>> 
<<Address>>
<<Address>>
<<Address>>
<<Date>>

Dear <<Name>>
Receipt of Grievance
I am writing to confirm receipt of your [letter] OR [email] of <<insert date>> regarding <<insert details of grievance>>. 

[EITHER: The Company accepts that e.g. our failure to pay you <<insert details of final payments>> was a mistake and we shall rectify the matter as soon as possible.  You should receive payment by <<insert date>>. Please contact me if you have any further problems.

OR: The Company does not accept that e.g. we should pay you <<insert details of final payments>> because <<state reasons for decision>>.  Please contact me if you have any further queries.]
OR

[The Company takes incidents of <<state type of incident, e.g bullying>> very seriously and has started an investigation into your claims that <<state nature of grievance.

If the Company decides to take the matter further, we may be in touch to request that you assist us in our investigation. Please contact me if you have any further queries.

Thank you for bringing this issue to our attention.]
Yours sincerely

<<Name>>
<<Job Title>>
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