
Receipt Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter serves to acknowledge the receipt of the following paperwork: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

Your documents were received on [Insert Receipt Date] and are currently being processed. If you 

have any questions, please feel free to contact us at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


