
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Acknowledgment of [Nature of Acknowledgment]  

Dear [Recipient's Name],  

I hope this letter finds you well. This is to formally acknowledge the 

receipt of [specific items/documents/information], which you sent on 

[date].  

We appreciate your prompt communication regarding this matter and assure 

you that we will handle it with the utmost attention.  

Thank you for your cooperation. Should you require any further 

information, please feel free to reach out.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position, if applicable]  

[Your Organization, if applicable] 


