
Acknowledgment Letter for Materials Submitted 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

We hereby acknowledge receipt of the materials you submitted on [insert submission date]. The 

materials include: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

Thank you for your submission. We will review the materials and get back to you shortly. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company/Organization] 


