Acknowledgement Of Receipt Form

Company Name

Address

ZIP, State

Country

 

ATTN:

Name Surname

Address

City ZIP

Country

 

Dear [Surname of the recipient],

I hereby acknowledge the receipt of the following documents received from [Company name / Name Surname]

1.

2.

3.

4.

Above listed documents are being conveyed to the responsible department. Having in mind complexity of internal procedures, you shall receive written response to your {Offer / Complaint / Appeal / Information] in 10 work days.
Sincerely,

[Name Surname]

[Position]

[Company / Institution]

____________________________

[Signature of Recipient]
