
[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that we have received and accepted the documentation you 

submitted on [Submission Date]. Your documents will be processed accordingly, and we will 

notify you of any updates or required actions. 

If you have any questions, please do not hesitate to contact us at [Your Phone Number] or [Your 

Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


