Quick and Formal Email

Subject: Acknowledgement of Your Purchase Order

Hello [Recipient Name],

This is to confirm receipt of your Purchase Order [PO Number] dated [Date]. We are currently
processing your request and will notify you once the order is confirmed for shipment.

Thank you for choosing our services. We look forward to fulfilling your order efficiently.

Best regards,

[Your Name]

[Your Position]

[Company Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/acknowledgement-letter-sample-for-business




