
Hardware Delivery Confirmation 

Date: [Insert Date] 

Dear [Event Organizer's Name], 

We are pleased to confirm the delivery of hardware for your upcoming event, [Event Name], 

scheduled on [Event Date]. The following items have been dispatched: 

• Item 1: [Description] - Quantity: [Number] 

• Item 2: [Description] - Quantity: [Number] 

• Item 3: [Description] - Quantity: [Number] 

The delivery is scheduled to arrive by [Delivery Date] at the following address: 

[Delivery Address] 

Please acknowledge receipt of this confirmation and feel free to reach out if you have any 

questions or require further information. 

Thank you for choosing us for your event needs! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


