
Letter of Acceptance for Incoming 

Documents 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to inform you that we have received your documents submitted on [Insert Date of 

Submission]. We appreciate your promptness in providing us with the necessary materials. 

Your documents will be reviewed by our team, and we aim to complete the assessment by [Insert 

Expected Date of Completion]. We will notify you of the outcome once the review has been 

finalized. 

If you have any questions or need further clarification, please feel free to reach out to us at 

[Insert Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


