
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to acknowledge the receipt of your correspondence dated [Date of Correspondence]. 

Thank you for your [brief mention of the content, e.g., inquiry, feedback, etc.]. 

We value your communication and will review the information provided. Should you have any 

further questions or details to share, please do not hesitate to reach out. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 


