
Letter of Acknowledgement 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

To: [Recipient's Name] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

We would like to acknowledge the receipt of your request for a technology demonstration 

regarding [specific technology or service]. We appreciate your interest in our solutions and are 

eager to provide you with the information you need. 

Our team will review your request and get back to you shortly to schedule a convenient time for 

the demonstration. Please feel free to reach out to us if you have any further questions or require 

additional information in the meantime. 

Thank you for considering [Your Company Name]. We look forward to connecting with you 

soon. 

 

Sincerely, 

[Your Name] 



[Your Job Title] 

[Your Company Name] 


