
Notification of Mail Received 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to inform you that we have received your mail sent on [Insert Date of Mail Sent]. 

Your correspondence is currently being reviewed, and we will respond to you shortly. 

Thank you for your communication. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


