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Letter 4 – Response
To be sent by email/letter as appropriate

	[bookmark: letterFour]Complainant’s name & 
address

	
Official’s address


	
	Telephone:
	

	
	
	

	
	Email:
	

	
	

	
	Your reference:
	 

	
	Our reference:
	 

	
	 

	
	Date

	
	

	Dear [Dr, Mr Mrs, Ms etc]
	



I am writing to confirm that Invest NI has now completed its investigation into the complaint which you made on [date].

[Response to complaint – including any outcomes & corrective action to be taken.] 

If you feel that the response we have provided does not fully address your complaint you can request a formal review by Invest NI within one calendar month of the date of this letter. If you wish to do so, please write to Alastair Hamilton, Chief Executive, Invest NI, Bedford Square, Belfast, BT2 7ES.

If after such an internal review you are still unhappy with the response, you have the right to appeal to The Northern Ireland Public Services Ombudsman (Progressive House, 33 Wellington Place, Belfast, BT1 6HN) who will undertake an independent review. Please note that you must contact the Ombudsman within six months of the completion of Invest NI’s Complaints Procedure (i.e. within six months of receipt of this letter/email [delete as appropriate]) although a late complaint may be investigated if there are special circumstances that would make it appropriate to do so.
[bookmark: _GoBack]
If you have any queries about this letter, please contact me. Please remember to quote the reference number above in any future communications.

Yours etc


[bookmark: InformalCapture][bookmark: Annex2][Name and job title of Officer]
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