
Letter of Acknowledgment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Organization's Name] 

[Organization's Address] 

Dear [Recipient's Name], 

I am writing to acknowledge the recent organizational changes that have been implemented 

within [Organization's Name]. We appreciate the effort that has gone into ensuring a smooth 

transition, and we recognize the implications these changes may have on our team and 

operations. 

As a part of our commitment to transparency and collaboration, it is vital to communicate these 

changes effectively. I encourage open dialogue among our team members to address any 

concerns or questions that may arise from this transition. 

Thank you for your leadership and dedication during this time of change. Let us continue to 

work together towards our shared goals. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


