
Letter of Acknowledgment for Timely Delivery Services 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally acknowledge the timely delivery services provided by [Recipient 

Company Name] on [Delivery Date]. We appreciate your commitment to meeting our delivery 

schedule and ensuring that all items arrived in excellent condition. 

Your team's attention to detail and punctuality significantly contributed to our operations, 

allowing us to maintain our standard of service to our clients. We are thankful for your efforts 

and look forward to continuing our partnership. 

Thank you once again for your outstanding service. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 



[Your Position] 

[Your Company Name] 


