Order Confirmation
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
Order details
Order number: [Reference]. Date: [Date]. Customer: [Name]. Supplier: [Name]. Contact: [Details]. Delivery address: [Confirmed address].
Confirmed items
Item reference: [SKU]. Description: [Item]. Quantity: [Number]. Unit price: [Amount and currency]. Total: [Verified amount]. Repeat for each item and reconcile the order total.
Delivery and follow up
Delivery or collection: [Agreed arrangements]. Estimated date: [Date if applicable]. Payment status: [Verified status]. Questions or corrections: [Contact]. Refer to the agreed order terms.




