March 28, 2017
[Insert name & address of Customer]
RE:
PURCHASE ORDER NO. {insert PO #}

[insert product # amount]

SALES ORDER NO. 
Dear Sir or Madam:
We are pleased to acknowledge receipt of the subject order for [insert amount and product being ordered] units in the amount of [insert $amount] on behalf of [insert division name], a division of Heat Transfer Products Group, LLC.
Please be advised that we will be shipping in accordance with the schedule indicated on our sales order acknowledgment [or insert ship date in this letter].
Our acceptance of this order is based on the incorporation of the following:
(1) Exhibit A, Terms and Conditions of Sale, inclusive of our standard Manufacturer’s Warranty and Limitation of Liability.  (if applicable) 
(2)  No other terms or conditions shall apply.
Please indicate your acceptance of the above by signing below and returning the duplicate copy of this letter for our records.
If you have any questions, please feel free to contact [contact person] at [telephone number].
Sincerely yours,




AGREED:






BY: _______________________________






TITLE: ____________________________
