
Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally acknowledge the receipt of the revised guidelines dated [Insert Date of 

Guidelines]. We appreciate the effort and diligence that went into updating these guidelines and 

the clear communication provided. 

After reviewing the document, I would like to confirm that we understand and accept the 

changes outlined. We will ensure that all relevant team members are informed and that these 

guidelines are implemented effectively in our ongoing projects. 

Thank you for your continued support and collaboration. Should we have any further questions, 

we will not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


