
Office Supply Purchase Confirmation 

Dear [Recipient's Name], 

We are pleased to confirm your recent purchase of office supplies with us. Below are the details 

of your order: 

Order Details 

• Order Number: [Order Number] 

• Purchase Date: [Purchase Date] 

• Items Purchased: 

Item Description Quantity Price 

[Item 1 Description] [Item 1 Quantity] [Item 1 Price] 

[Item 2 Description] [Item 2 Quantity] [Item 2 Price] 

Total Amount 

Total: [Total Amount] 

Your order will be processed shortly, and you will receive a notification once it has been 

dispatched. If you have any questions or concerns, please do not hesitate to contact us. 

Thank you for choosing our services! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


