Name of the sender:
Sender's position in the company:
Date:
Name of the recipient:
Address and contact details of the recipient
Subject: acknowledgment for payment of an overdue invoice
Dear Sir/Madam,
This letter is being written to inform you that I have received your proposal. I am very thankful to you for sending us the proposal of 3000$. It is a very generous offer and I really appreciate you for this. I have received many other proposals yet and I am working on all of them too. Thank you once again for sending the proposal. The deadline is after 2 weeks. You will be contacted as soon as the deadline is over.
If you have any query in your mind, you can write me back or contact me via phone call.
Thank you,
Name of the sender
Signatures of the sender
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