
Office Supply Procurement Acknowledgment 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Department: [Recipient Department] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

We would like to acknowledge receipt of your procurement request dated [Insert Request Date] 

for office supplies. We appreciate your attention to maintaining inventory levels and ensuring 

that our team has all the necessary tools to perform effectively. 

The following items have been noted: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

We will proceed with processing your request and will notify you once the supplies are ready for 

collection or delivery. Should you have any questions or require further assistance, please do not 

hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Company Name] 

[Your Contact Information] 


