 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Confirmation of your order

We are writing to confirm your purchase with the order number [ number ].  According to the schedule agreed between us, we will deliver your ordered products to your office at  [ time ] on [ date]

We hope our service is to your satisfaction and we are looking forward to offering you continued services in the future.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

