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Confirm Telephone Purchase Order -
[Name, Company Name & Address here]

[Date]

Dear [name],

As discussed with you on [date], I am confirming the order.

Details mentioned below – 

QUANTITY
    ITEM 

            PRICE/PIECE

TOTAL

----                         ----                                            -----                             ----
----                         ----                                            -----                             ----

----                         ----                                            -----                             ----

----                         ----                                            -----                             ----

-----------------------------------------------------------------------------------------------------------------

We need delivery of this order by [date].

I have enclosed a check [check no.] in the amount of $[amount] as an advance to process this order.

In case there is any problem processing this order, please inform me at your earliest convenience.

Sincerely,

[Your name & Designation]

[Company name]

Encl: [Enclosures List here] 
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