[Company Logo]   [Company Name]
ACKNOWLEDGEMENT OF GRIEVANCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Acknowledgement of your grievance dated [Date]
Dear [Employee Name],
We acknowledge receipt of your grievance submitted on [Date] regarding [brief neutral description of grievance]. It has been registered under case number [Reference Number]. Please quote this number in all future communication on this matter.
Your grievance has been assigned to [Reviewer Name], [Reviewer Designation], who will review the matter in line with the company's Grievance Redressal Policy. The next steps are:
1. A meeting with you is proposed on or around [Date] to understand the issue in detail.
1. You may bring any further documents or the names of people who can support your account.
1. Where relevant, the reviewer may speak to other employees, keeping the matter confidential.
1. You will receive a written response once the review is complete; if more time is needed we will inform you.
Please be assured that your grievance will be handled confidentially and fairly. The company does not tolerate any retaliation against an employee for raising a grievance in good faith. If you experience any adverse treatment because of this grievance, please inform HR immediately.
For any questions, you may contact [HR Name] at [Email / Phone].
Yours sincerely,

	______________________________
For [Company Name]
[HR Name]
Human Resources
	______________________________
Received by
[Employee Name]
Date: [Date]
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