
Assistance Request Confirmation 

Dear [Recipient's Name], 

Thank you for reaching out to us regarding your request for assistance. We have received your 

inquiry on [Date] and are currently reviewing the details. 

Your request has been assigned the reference number: [Reference Number]. Please use this 

number for any future correspondence regarding this matter. 

We aim to respond to all assistance requests within [Time Frame]. If your request requires 

immediate attention, please contact us at [Contact Information]. 

Thank you for your patience, and we look forward to assisting you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


