
Letter of Acknowledgment 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Organization Address] 

[City, State, Zip Code] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

Thank you for your valuable review and comments on our [document/report/paper title]. We 

appreciate your insights and the time you took to provide feedback. 

We have carefully considered your comments and are in the process of making the necessary 

revisions to enhance the quality of our work. Your suggestions regarding [specific comments or 

suggestions] will certainly help us to improve our final document. 

Once the revisions are completed, we will ensure to send you the updated version for your 

review. Thank you once again for your guidance and support. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Organization] 


