
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Acknowledgment of [Specify the subject, e.g., Receipt of 

Document, Contribution, etc.] 

I am writing to formally acknowledge the receipt of [describe the item or 

contribution, e.g., document, funds, etc.] received on [date]. We 

appreciate your timely submission and the effort that went into it. 

[Optional: Include any additional details, such as the significance of 

the item or any next steps.] 

Thank you once again for your [support, contribution, assistance, etc.]. 

If you have any further questions or require additional information, 

please do not hesitate to reach out. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


