Purchase Order Confirmation Letter
To,
Henry Williams
House Number 43, Glorious Apartments
Boring Street
Nottingham
UK
2nd May 20XX
Subject: Purchase order confirmation letter
Dear Mr. Williams,
I am writing this letter on behalf of The Wisdom Stores. This letter is in reference to the purchase order request that you have forwarded to us on 1st May 2014. We are pleased to inform you that our store has acknowledged your purchase order receipt and this letter has been sent to confirm your purchase order of the following items that you have ordered:
1)      20 blue ball point pens
2)      20 black ball point pens
3)      20 blue gel pens
4)      20 black gel pens
5)      Children stationary boxes
6)      Adhesive stationary such as glue, tapes, etc.
Please be informed that your purchase order confirms an amount of $1000, that you need to hand over to our delivery man. We would like to inform you that your order would be delivered to you by 4th May 2014, anytime between 1:00 PM to 3:00 PM. Please be informed that we would be shipping your purchase order with full care and ensuring customer satisfaction.
Please be informed that your purchase order confirms an amount of $1000, that you need to hand over to our delivery man. We would like to inform you that your order would be delivered to you by 4th May 2014, anytime between 1:00 PM to 3:00 PM. Please be informed that we would be shipping your purchase order with full care and ensuring customer satisfaction.
We request you to kindly indicate your acceptance to the above letter by signing below and sending us the copy. We thank you for your trust and consideration in our services. If you have any questions or need any information, please feel free to contact on 49394939.
Thanking you for your time and consideration.
Sincerely,
Martin Charles
Sales Head
The Wisdom Stores
Approved:
BY: _______________________________                                           TITLE:____________________________

