
Letter of Acknowledgment 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Company Address] 

[City, State, Zip Code] 

 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

Thank you for reaching out to us regarding your concern about [briefly describe the concern]. 

We have received your message and appreciate you bringing this matter to our attention. 

Please be assured that we take your concerns seriously and will look into the issue. Our team is 

currently reviewing your case, and we will provide updates as soon as possible. 

If you have any further questions or additional information, please feel free to contact us at [your 

contact information]. 

Thank you for your patience and understanding. 

 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company/Organization] 


