
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to confirm the prompt 

delivery of [specific item or service] scheduled for [delivery date or 

time].  

To ensure a smooth process, I have outlined the details below:  

- Item Description: [Description]  

- Delivery Address: [Address]  

- Contact Person: [Name and Phone Number]  

Please let me know if there are any issues or additional requirements to 

facilitate this delivery. We appreciate your attention to this matter and 

look forward to your confirmation.  

Thank you for your cooperation.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


