
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to acknowledge the receipt of [specific document or 

information] dated [date], which was received on [date]. We appreciate 

your prompt communication regarding this matter. 

Your efforts in providing us with the necessary information are highly 

valued. We will take your remarks and suggestions into consideration as 

we move forward. 

If you have any further questions or need additional information, please 

feel free to reach out. 

Thank you once again for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization Name] 


