
Scheduled Delivery Reminder 

Dear [Supplier's Name], 

We would like to remind you of the upcoming scheduled delivery of [Product/Item] on [Date] at 

[Time]. 

Please ensure that the items are ready for dispatch and inform us if there are any delays or issues. 

Thank you for your cooperation. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


