

Jenny Austin
Shipper/Receiver
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com
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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
This letter is to confirm that [Name of Shipper] is shipping/receiving [Insert Description of Goods] to/from [Name of Receiver].
The [Insert Description of Goods] is being shipped/received on [Insert Date], with an estimated delivery/arrival date of [Insert Date]. Both parties are responsible for [Insert Responsibilities].
Please sign and return a copy of this document as acknowledgment of the above agreement.
Thank you for your cooperation and business.

Sincerely,

Your Name
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