(Insert Date)
Name
Company

Address

City, State, Zip

Dear (Mr./Ms. Last Name):

This is to acknowledge that we have received your Request and Agreement to Arbitrate filed by you on (Insert Date).

Your request naming  (Insert Respondents Name) will be referred to the Multi-Board Grievance Committee for their review.  Their function is to make only such preliminary investigations and evaluations of your complaint to determine whether a hearing is warranted before a Hearing Panel of our Multi-Board Professional Standards Committee.

If you have any further questions about the processing of your complaint or the procedures involved, feel free to contact me.

Sincerely,

(Insert Name)
Director of Professional Standards







