
Company Name
Address Line 1
Address Line 2
City, State ZIP Code
Phone: (123) 456-7890
Email: info@company.com

June 10, 2024

Recipient Name
Designation
Department/Organization
Address Line 1
City, State ZIP Code

Subject: Acknowledgement of Loss Report

Dear [Recipient Name],

This letter serves as a formal acknowledgement that we have received your report regarding the loss incident dated
[Date of Incident]. We understand the seriousness of your report and assure you that your submission has been duly
logged under reference number [Ref No.].

Our team has commenced the necessary verification procedures. If additional information or documentation is
required, we will contact you at the earliest. Please retain all relevant records related to the loss for future
correspondence.

We appreciate your promptness in reporting this matter and assure you of our full cooperation during the review
process.

Sincerely,
[Your Name]
[Your Designation]
[Company Name]

Important Notes:

Ensure that all details in the loss report are accurate and complete.

This acknowledgement does not imply acceptance of liability.

Retain a copy of this letter and all related correspondence for record-keeping.

Contact the issuing office if you do not receive further communication within the stipulated timeframe.


