
Casual acknowledgment message

Subject: Your Purchase Order Has Been Received

    Hello [Customer Name],

    We just wanted to let you know that we have received your Purchase Order No. [PO Number].  

    Everything looks good, and we are preparing your order for processing.  

    Thank you for choosing [Company Name]!  

    Best,  

    [Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/acknowledgement-and-acceptance-of-purchase-order-t

o-customer


