
Supplier Delivery Timeline Expectations 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Dear [Supplier Name], 

We hope this message finds you well. As part of our ongoing partnership, we would like to 

outline our expectations regarding delivery timelines for the upcoming orders. 

Delivery Timeline Expectations 

• Order Confirmation: Upon receipt of an order, confirmation should be provided within 

[Specify Timeframe]. 

• Lead Time: All orders must be processed and shipped within [Specify Timeframe] after 

confirmation. 

• Notification of Delays: If there are any anticipated delays, please notify us at least 

[Specify Timeframe] in advance. 

• Delivery Tracking: Please provide tracking information once the goods have been 

dispatched. 

We believe that adhering to these timelines will help us maintain a smooth operational flow and 

strengthen our partnership. 

Thank you for your attention to this matter. We look forward to your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


