
Vendor Shipment Notification 

Dear [Vendor Name], 

We are writing to inform you that your shipment of [Product Name/Description] is scheduled for 

delivery on [Delivery Date]. 

Details of the shipment are as follows: 

• Shipment ID: [Shipment ID] 

• Tracking Number: [Tracking Number] 

• Shipping Method: [Shipping Method] 

• Expected Delivery Date: [Expected Delivery Date] 

Please ensure that the necessary arrangements are made for receiving the shipment. If there are 

any questions or concerns, do not hesitate to reach out to us. 

Thank you for your attention. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


