
Letter of Acceptance 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

 

[Recipient Name] 

[Recipient Position] 

[Recipient Organization] 

[Recipient Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

We are pleased to inform you that your submitted report titled "[Report Title]" has been 

accepted for further consideration. 

We appreciate your hard work and dedication in preparing this report. It was well received, and 

we look forward to discussing it in more detail. 

Thank you for your valuable contribution. 

 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Organization] 


