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Date: ___________________
Name of the Recipient: ___________________
Position/Title: ___________________
Department: ___________________
Subject of Acknowledgement:

Details of Acknowledgement:
Please provide a brief description of what is being acknowledged:

Confirmation:
I hereby acknowledge the receipt of the following items/documents as described above.
Checklist of Documents/Items Received:
· Document/Item 1: ___________________
· Document/Item 2: ___________________
· Document/Item 3: ___________________
· Additional Comments: ___________________
Signature:

(Signature of Recipient)
Date: ___________________
Table of Items/Details Received:
	Item No.
	Description
	Received By
	Date Received

	1
	____________________
	___________
	_____________

	2
	____________________
	___________
	_____________

	3
	____________________
	___________
	_____________

	4
	____________________
	___________
	_____________

	5
	____________________
	___________
	_____________

	6
	____________________
	___________
	_____________

	7
	____________________
	___________
	_____________

	8
	____________________
	___________
	_____________
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