SALES ORDER TEMPLATE
May 10, 2015
Contact Name 
Address
Address2
City, State/Province
Zip/Postal Code

OBJECT: CONFIRMATION OF VERBAL ORDER
Dear [Contact Name],
This letter shall confirm your acceptance of Verbal order Communicated to you on [DATE].
A copy of our purchase order containing the stated terms is attached.
Unless we receive objection within ten days of your receipt of this order, we shall consider the order confirmed on its terms and shall expect delivery of all ordered goods on the date indicated.

Sincerely,
[Your Name]
[Your Title]
[Your Phone Number]
[Your email @ your company.com]
 



