
Letter of Observance of Formatting Rules 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally acknowledge and confirm our 

adherence to the established formatting rules that govern our documentation process. 

As stated in our guidelines, all documents must follow the agreed-upon structure, including font 

type, size, margins, and citation style. It is imperative for us to maintain consistency across all 

our communications and submissions. 

Furthermore, I would like to thank everyone involved for their diligence in ensuring that all 

materials submitted thus far comply with these standards. Your attention to detail is greatly 

appreciated and essential for our professionalism. 

Should you have any questions or need further clarification regarding these formatting rules, 

please do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


