[Company Logo]   [Company Name]
COMPLAINT ACKNOWLEDGEMENT EMAIL
Subject: Your complaint has been received – Case ID [Reference Number]
	To:
	[Employee Name] <[Employee Email]>

	From:
	[HR Name], Human Resources

	Date:
	[Date]

	Classification:
	Confidential



Dear [Employee Name],
Thank you for writing to us on [Date] about [brief neutral description]. We appreciate you coming forward. Your complaint has been registered as Case ID [Reference Number].
What happens next:
1. [HR Name] will contact you by [Date] to arrange a confidential meeting and understand the details.
1. We will carry out a preliminary review to decide the appropriate route, which may be an inquiry, mediation or other action.
1. We will keep you informed of progress and let you know the outcome that concerns you.
If you need any interim support, such as a temporary change of seating, shift or reporting arrangement while the matter is reviewed, please let us know and we will consider it promptly.
If any part of your complaint relates to sexual harassment, it will be referred to the Internal Committee constituted under the POSH Act 2013, which will follow its own confidential procedure. You can also reach the Presiding Officer, [IC Presiding Officer Name], at [Email].
Your complaint will be shared only with those who need to know. The company does not tolerate retaliation against anyone who raises a concern in good faith; please tell us immediately if you experience any.
Regards,
[HR Name]
Human Resources
[Company Name]
[Phone]
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