Dear <<insert Customer name

Complaint Ref: <<insert Co
Request for Further Informa

| am writing in relation t
description>>.

Thank you for the information
investigating your escalated
information concerning <<inse

| ask that you please supply
dealing with your complaint 3
Please note that if you do no
complaint may be delayed.

If you are unable or unwilling
as possible. I will still use all
information requested [, howe

Please do not hesitate to co
hearing from you.

Yours sincerely,
<<Insert name and position>>

©Simply-Docs - PROP.EST.34 - Request for A

int regarding <<insert brief

bvided. | am in the process of
be most grateful for further
mation>>.

in order that | can continue
ithin the original time frame.

quickly, the resolution of your

please let me know as soon
Ive your complaint without the

it | will be unable to do so].

guestions. | look forward to

Complaint



