
Purchase Acknowledgment 

Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We are pleased to acknowledge the receipt of your purchase order dated [Insert Order Date]. 

Thank you for choosing [Your Company Name]. We appreciate your business and are committed 

to providing you with the best service possible. 

Order Details: 

• Order Number: [Insert Order Number] 

• Item(s) Purchased: [Insert Item(s)] 

• Total Amount: [Insert Total Amount] 

• Estimated Delivery Date: [Insert Delivery Date] 

If you have any questions regarding your order, please feel free to contact us at [Your Phone 

Number] or [Your Email Address]. 

Thank you once again for your purchase. We look forward to serving you in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Phone Number] 

[Your Company Address] 


