
Procurement Order Validation 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We are writing to formally validate the procurement order submitted on [Insert Order Date]. The 

details of the order are as follows: 

• Order Number: [Insert Order Number] 

• Item Description: [Insert Item Description] 

• Quantity: [Insert Quantity] 

• Price: [Insert Price] 

Please confirm the receipt of this validation and let us know the expected delivery date at your 

earliest convenience. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Contact Information] 


