Your Company Name

123 Business Street

City, State ZIP

Phone: (555) 123-4567

Email: sales@yourcompany.com

Date: June 20, 2024

Recipient Name
Recipient's Company Name
456 Customer Avenue

City, State ZIP

Subject: Order Confirmation and Shipping Details (Order #12345)
Dear [Recipient Name],

Thank you for your recent order with Your Company Name. We are pleased to confirm that
we have received your order and it is now being processed.

Order Summary:
ltem Quantity Unit Price Total
Product A 2 $50.00 $100.00
Product B 1 $75.00 $75.00

Order Total $175.00

Shipping Details:

Estimated Shipping Date: June 22, 2024
Estimated Delivery Date: June 27, 2024
Shipping Method: Standard Ground
Tracking Number: TRACK1234567
Shipping Address:

456 Customer Avenue, City, State ZIP

Terms & Conditions:

e Paymentis due within 30 days of receipt of goods.

e Please verify the contents of your order upon arrival.

¢ [f you have any questions or concerns, contact our customer service at (555) 123-4567 or
support@yourcompany.com.

We appreciate your business and look forward to serving you again.
Sincerely,
Your Name

Sales Manager
Your Company Name


https://www.shippingcarrier.com/track?num=TRACK1234567

