
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to formally acknowledge 

the receipt of [specific document, service, or correspondence] dated 

[date]. 

Thank you for your prompt attention to this matter. I appreciate your 

efforts and am looking forward to [any next steps or further 

communication, if applicable]. 

Please do not hesitate to reach out if you need further information or 

clarification. 

Sincerely, 

[Your Name]  

[Your Position, if applicable]  

[Your Contact Information] 


