Informal purchase order email

Subject: Ordering [Product Name]

Hi [Suppliera€™s Name],

Wea€™d like to place an order for [items] as discussed over the phone. Details are below:
- Quantity: [Enter quantity]

- Delivery Address: [Enter address]

Please confirm availability and invoice details so we can arrange payment.

Thanks a lot,

[Your Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/purchase-order-forms-and-letters




