Date:
To
[The Recipient]
[Address]
Dear Mr. Smith,
I am writing this letter to respond to your complaint on 4th august 20XX.
We try to offer a high standard of education and state-of-the-art facilities to our students. We believe in constant training of our teachers, so to meet the high demands of the market as well as the parents.
We are extremely sorry that you had a bad experience with our school. We investigated the case after your complaint, that your child’s grades have fallen, as compared to his previous school. We have analyzed many factors and have concluded that his teacher had a grudge against him which resulted in his bad grades.
To set a precedent, we have terminated that teacher, and we will ensure that nothing of such sort will ever happen again. If this would have been in our notice before, we would have acted prior to the result. We are reassessing and reissuing your child’s result as well. Please collect it from the administration on 10th August 20XX.
We hope you will understand and take your complaint back. Kindly, remove your negative review from our official page as well.
Thank you.
Regards,
Martha Watson.
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