
Delivery Coordination for Order Processing 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to coordinate the delivery of your recent order with us (Order Number: [Insert 

Order Number]). We appreciate your business and are committed to ensuring that your order 

reaches you in a timely manner. 

Delivery Details: 

• Delivery Date: [Insert Delivery Date] 

• Delivery Time: [Insert Delivery Time] 

• Delivery Address: [Insert Delivery Address] 

Please confirm that the above details are correct. If there are any changes or special instructions 

regarding the delivery, do not hesitate to let us know. 

Thank you for your attention. We look forward to your confirmation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


