
Order Receipt Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Email: [Recipient's Email] 

Dear [Recipient's Name], 

We hereby confirm the receipt of your order placed on [Order Date]. Below are the details of 

your order: 

• Order Number: [Insert Order Number] 

• Product Name: [Insert Product Name] 

• Quantity: [Insert Quantity] 

• Total Amount: [Insert Total Amount] 

Thank you for your order. We will process it shortly and notify you of any further updates. 

If you have any questions or concerns, please feel free to contact us at [Contact Information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


