
Receipt Acknowledgment 

Date: [Insert Date] 

Dear [Recipient's Name], 

We would like to acknowledge receipt of your message dated [Insert Message Date]. We 

appreciate you reaching out to us and assure you that your inquiry is important to us. 

Our team is currently reviewing your message and will respond to you shortly. If you have any 

further questions, please feel free to contact us. 

Thank you for your communication. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


