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Letter 3 – Holding Letter
To be sent by email/letter as appropriate


	[bookmark: letterThree]
Complainant’s name & 
address

	
Official’s address


	
	Telephone:
	

	
	
	

	
	Email:
	

	
	

	
	Your reference:
	 

	
	Our reference:
	 

	
	 

	
	Date

	
	

	Dear [Dr, Mr Mrs, Ms etc]
	



Further to your complaint received on [date], which we acknowledged on [date], I am writing to let you know that we are unable to provide a response within the timeframe previously indicated.

We are currently conducting an in-depth investigation into the issues raised by your complaint and aim to respond to you by [date].

Please accept my apologies for any inconvenience caused. 

If you have any queries about this [letter/email], please contact me. Please remember to quote the reference number above in any future communications.

[bookmark: _GoBack]Yours etc



[Name and job title of issuing officer]
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