
Casual email confirmation of PO

Subject: PO Received - [PO Number]

Hi [Supplier Name],

Just wanted to let you know that we have received your purchase order [PO Number]. Everything

looks good, and we will proceed with processing. Expected shipment will be shared soon.

Thanks,

[Your Name]

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/purchase-order-acknowledgement-letter


