«MyCompanyName»
«MyCompanyAddrBlock»
«MyCompanyPhoneNumber»
«LetterDate»
«AddrBlock»
Dear «MrMsMrs» «FirstName» «LastName»,

This letter is to inform you that we have scheduled delivery of your item(s) on [Date/Time].  Delivery is to the following address:

[Delivery Address]

If you need to reschedule this delivery or have any additional questions, please do not hesitate to contact me.  Thank you for your business.

Sincerely,

«Signature»
«Title»
«MyCompanyName»
