
Finalizing Supplier Delivery Commitments 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Dear [Supplier Contact Name], 

We appreciate your ongoing partnership and would like to confirm the delivery commitments for 

our upcoming order. The details are as follows: 

• Order Number: [Insert Order Number] 

• Product Description: [Insert Product Description] 

• Quantity: [Insert Quantity] 

• Delivery Date: [Insert Delivery Date] 

• Delivery Location: [Insert Delivery Location] 

We kindly ask you to confirm these details by [insert confirmation date]. If there are any issues 

or changes regarding the delivery, please do not hesitate to reach out. 

Thank you for your attention to this matter. We look forward to your prompt confirmation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


