Admittance Letter

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

We are pleased to acknowledge receipt of your letter dated [Insert Date of Recipient's Letter].
We appreciate your communication and would like to confirm that we have received your

request regarding [Briefly Mention Purpose or Subject].

Your letter is currently being reviewed, and we will provide you with a response shortly. Please
feel free to reach out if you have any questions in the meantime.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



