
Letter of Acknowledgment 

Date: ___________ 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

Thank you for the opportunity to meet on [Date of Meeting] to discuss [Meeting Purpose]. I 

appreciate your time and insights regarding [Brief Summary of Discussion Points]. 

This letter serves to acknowledge the outline we discussed during our meeting, which includes 

the following key points: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

• [Key Point 4] 

I look forward to our continued collaboration on this matter and appreciate your commitment to 

[Next Steps or Follow-up Actions]. 

Thank you once again for your time and valuable contributions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


