Dear 
I write to request/confirm the following.

Please acknowledge receipt, thanks.

	From (name)
	

	From (company)
	

	To (name)
	

	To Company)
	

	Date
	

	
	
	

	Product
	
	[image: image1.jpg]




	No of pallets
	
	

	Originating producer/processor
	
	

	Ambient – chilled – frozen
	
	

	Storage Temperature
	
	

	Agreed price
	
	

	
	

	
	Collect from
	Deliver to

	Company
	
	

	Contact
	
	

	Telephone
	
	

	Address line 1
	
	

	Address line 2
	
	

	Address line 3
	
	

	Town City
	
	

	Post code
	
	

	
	
	

	Target date
	
	

	Target time
	
	

	Is pre-arranged booking-in required
	No
	No

	If known, state booked-in time
	None
	None

	Known vehicle access issues
	None
	None

	Known safety issues
	None
	None

	Collection/delivery window issues
	None
	None


