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This letter is an Appendix in the Victorian Ombudsman’s Complaints: Good Practice Guide for Public Sector Agencies (2016). 
www.ombudsman.vic.gov.au/a-good-practice-guide-to-handling-complaints

This is an example of an acknowledgement letter for a complaint.

Dear Mr Citizen
Your complaint about your licence application

Thank you for your email dated [date] about the department’s decision not to approve your application for a licence.

I am considering your complaint and will contact you again when more information is available.

If you have any questions, you are welcome to contact me on [phone number].

Yours sincerely
Li Adams
Customer Service Officer
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