
Verification of Arrival 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that the following tech product has arrived at our facility: 

• Product Name: [Insert Product Name] 

• Model Number: [Insert Model Number] 

• Quantity: [Insert Quantity] 

• Delivery Date: [Insert Delivery Date] 

We will proceed with the necessary checks to ensure that the product meets our quality 

standards. If you have any questions or require further information, please do not hesitate to 

contact us. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Your Contact Information] 


