Acknowledgment letter format for Bussiness Proposal:
Your Name
Your Address
City, State, Zip Code
Contact Number
Email Address
(Note: You can ignore this if you are using a letterhead)
Date: (Month/Date/Year)
Recipient's Name
Title/Designation
Company Name
Address
City, State, Zip Code
Reference/Subject:
Dear (Last name of the Addressee),
First Paragraph:
This paragraph will be based on the initial correspondence done by the recipient. However, your stand on previous correspondence must be clear in this paragraph. Let's imagine you have received a letter asking you to become a guest speaker for a certain event. Inform the sender that you have received the invitation and whether you can honor it or not.
Second Paragraph:
Continue with this paragraph based on the first one. If you need some assistance while speaking at the event, mention it clearly. Don't leave any space that would make the organizer face embarrassment later.
Closing Paragraph:
You can ask them to send the details of your travel plan, accommodation, etc. in the closing paragraph.
Signature
