
Order Reminder 

Dear [Client's Name], 

We hope this message finds you well. We are writing to remind you of your pending order with 

us. Below are the details: 

• Order Number: [Order Number] 

• Date of Order: [Order Date] 

• Product Description: [Product Description] 

• Quantity: [Quantity] 

• Expected Delivery Date: [Expected Delivery Date] 

Please confirm if the details are correct and let us know if you require any further assistance. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


