
Acknowledgement of Commercial 

Transaction 

Date: [Insert Date] 

From: [Your Company Name] 

To: [Recipient Name] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We hereby acknowledge the details of the commercial transaction between [Your Company 

Name] and [Recipient Name] as follows: 

• Transaction Date: [Insert Transaction Date] 

• Invoice Number: [Insert Invoice Number] 

• Transaction Amount: [Insert Amount] 

• Payment Method: [Insert Payment Method] 

• Product/Service Description: [Insert Description] 

Thank you for your prompt attention to this matter. We appreciate your business and look 

forward to continuing our relationship. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Contact Information] 


