
Letter of Acknowledgment 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

Dear [Recipient's Name], 

We would like to extend our sincere gratitude for your prompt actions regarding [specific issue 

or request]. Your swift response has greatly contributed to [explain the positive outcome or 

impact]. 

Your commitment to excellence and timely resolution has not gone unnoticed, and we truly 

appreciate your dedication. We look forward to continuing our collaboration and achieving even 

greater successes together. 

Thank you once again for your exceptional service. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 


