Order confirmation letters are an essential part of customer
service in business. They reassure the customer that their
order has been processed and provide important details about
the transaction. Below you will find a template for writing an
order confirmation letter, followed by an example and a brief
variation template.

Purpose of an Order Confirmation Letter

An order confirmation letter serves to confirm the details of
a customer’s purchase. It provides essential information such
as the order number, details of the items purchased, delivery
information, and any next steps or actions required from the
customer.

Key Elements of an Order Confirmation
Letter

1. Acknowledgment of the Order: Start by confirming that the
order has been received and processed.

2. Order Details: Include specifics such as the order number,
list of items purchased, and the total cost.

3. Payment Information: Confirm the payment method and status.

4. Delivery Information: Provide details on the delivery
process, including expected delivery dates and any tracking
information.

5. Contact Information: Offer information on how the customer
can reach out if they have any questions or concerns.



Order Confirmation Letter Template

Dear [Customer’s Name],

Thank you for your order with [Your Company Name]. We are
pleased to confirm that your order has been processed
successfully.

Order Number: [Order Number]
Order Date: [Order Date]

Your order includes the following items:
[Item 1 — Quantity — Price]
[Item 2 — Quantity — Price]

Total Amount: [Total Price]

Your payment via [Payment Method] has been
[confirmed/received]. Your order will be shipped to the
following address:

[Customer’s Address]

We expect to dispatch your order by [Dispatch Date], and it
should arrive by [Estimated Delivery Date]. You can track your
order’s progress using the following tracking number:
[Tracking Number].

If you have any questions or need to make any changes to your
order, please contact us at [Contact Information]. We are here
to help.

Thank you for choosing [Your Company Name]. We look forward to
serving you again.

Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



Example Letter

Dear Ms. Johnson,

Thank you for your order with BrightTech Electronics. We are
pleased to confirm that your order has been processed
successfully.

Order Number: 456123
Order Date: March 10, 2024

Your order includes the following items:
- Spectra 55” Smart TV — 1 Unit — $799.99
- EchoBuds Wireless Earphones — 2 Units — $199.98

Total Amount: $999.97

Your payment via credit card has been confirmed. Your order
will be shipped to the following address:
1234 Elm Street, Apt. 101, Springfield, IL, 62704

We expect to dispatch your order by March 12, 2024, and it
should arrive by March 17, 2024. You can track your order’s
progress using the following tracking number: XYZ4567890.

If you have any questions or need to make any changes to your
order, please contact us at contact@brighttechelectronics.com.
We are here to help.

Thank you for choosing BrightTech Electronics. We look forward
to serving you again.

Sincerely,
Alice Hart

Customer Service Manager
BrightTech Electronics



Template Variation: Brief Order
Confirmation Email

Hi [Customer’s Name],

Thanks for your order with [Your Company Name]! Here’s a quick
confirmation:

Order #: [Order Number]

Items Ordered:

- [Item 1 — Quantity — Price]
- [Item 2 — Quantity — Price]
Total: [Total Price]

We’'ll send you another update when your order ships. If you’'ve
got questions, contact us at [Contact Information].

Cheers,

[Your Name]
[Your Position]
[Your Company]

This approach ensures that the customer is well-informed about
their purchase and knows what to expect next, enhancing their
overall experience with your company.



