
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Principal's Name]  

[College Name]  

[College Address]  

[City, State, Zip Code]  

Dear [Principal's Name],  

Subject: Acknowledgment of [Specify the Purpose]  

I am writing to formally acknowledge [state the purpose of the 

acknowledgment, e.g., receipt of documents, acceptance of position, 

attendance at an event].  

[Briefly describe any relevant details or context regarding the 

acknowledgment.]  

Thank you for your support and guidance. I appreciate your attention to 

this matter.  

Sincerely,  

[Your Name]  

[Your Position/Role, if applicable]  

[Your Course/Department, if applicable] 


