
Receipt Confirmation 

Date: [Insert Date] 

To: [Client Name] 

Address: [Client Address] 

Dear [Client Name], 

We are writing to confirm the receipt of your questions regarding [specific topic or service]. We 

appreciate your inquiries and are dedicated to providing you with the necessary assistance. 

Please rest assured that your questions will be addressed promptly. Our team will review your 

inquiries and get back to you with detailed responses by [insert deadline]. 

If you have any urgent concerns, please feel free to contact us at [contact information]. 

Thank you for reaching out to us. We value your feedback and look forward to assisting you 

further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Contact Information] 


