
Service Request Acknowledgment 

Date: [Insert Date] 

Dear [Customer Name], 

Thank you for reaching out to us with your unique service request. We acknowledge the receipt 

of your request submitted on [Insert Request Date]. Our team is currently reviewing the details 

and will ensure that it is given the attention it deserves. 

Please allow us [Insert Timeframe] to assess your request thoroughly. We will provide you with 

updates as we progress. Should you have any further questions in the meantime, feel free to 

contact us at [Insert Contact Information]. 

We value your business and appreciate your patience as we work to address your needs. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


