Email sent to Supplier: **due to confidentiality the email address is incorrect please**

From: nao@knightscbi.com
To: WinDo@supplier.com
Date: 9/7/2023   Time: 10:00am
Subject: Order Confirmation and Material Limitations/Safety Hazards Notification

Dear Win Do
I hope this email finds you well. 
I am writing to confirm our recent order for doors and windows for our project. We appreciate your prompt attention to our requirements and are eager to proceed with the delivery.
However, before we proceed, we would like to bring your attention to certain material limitations and potential safety hazards that we need you to address and consider. It is crucial that we ensure the safety of our team and the smooth execution of the project. Please take note of the following details:
1. Material Limitations:
· Please ensure that all doors and windows ordered are manufactured according to the specifications provided in our initial order. Any deviations may result in compatibility issues or difficulties during installation.
· If any specific material or component is not available as requested, please notify us immediately to discuss suitable alternatives.
2. Safety Hazards:
· Kindly confirm that all doors and windows meet the necessary safety standards and regulations, such as fire safety requirements, impact resistance, and any other applicable safety measures.
· If there are any specific safety concerns associated with the supplied doors and windows, please provide us with detailed information, precautionary measures, and any necessary installation instructions to address these concerns.
Furthermore, we would like to emphasize the importance of site access and the delivery process. To ensure a smooth delivery and proper placement of the materials, we kindly request your cooperation in the following matters:
1. Site Access Requirements:
· Please inform your delivery driver of any specific site access restrictions, such as gate codes, parking limitations, or time restrictions for deliveries.
· If there are any limitations on vehicle size or weight that the driver should be aware of, kindly inform them in advance.
· Notify us immediately if there are any changes or updates regarding the delivery schedule, so we can coordinate with our team accordingly.
2. Site Map and Instructions:
· Provide a detailed site map to your delivery driver to ensure they are aware of the proper entrance, unloading zones, and locations for material placement.
· Clearly communicate any site-specific instructions or protocols that the driver must adhere to during the delivery process.
We appreciate your attention to these matters and your commitment to delivering high-quality doors and windows for our project. By addressing the material limitations, safety hazards, and site access requirements, we can ensure a successful and efficient installation process.
Please acknowledge this email and confirm your understanding and compliance with the mentioned points. If you have any questions or require additional information, please do not hesitate to reach out to us.
Thank you for your cooperation. We look forward to receiving the doors and windows as scheduled.

Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)


Email Received from Supplier:


From: WinDo@supplier.com.au
To: nao@knightscbi.com
Date: 9/7/2023   Time: 3:00pm
Subject: Order Confirmation and Material Limitations/Safety Hazards Notification

Dear NAO
Thank you for your email regarding the order confirmation and the notification of material limitations and safety hazards associated with the doors and windows for your project. We appreciate your attention to these important details, and we want to assure you that we understand and will fully comply with your requirements.
Regarding the material limitations, we will ensure that all doors and windows are manufactured precisely as specified in your initial order. If any unforeseen circumstances arise that prevent us from fulfilling the exact specifications, we will promptly inform you and work with you to find suitable alternatives.
Safety is our utmost priority, and we affirm that all doors and windows supplied will comply with the necessary safety standards and regulations. We will ensure that they meet fire safety requirements, possess adequate impact resistance, and adhere to any other relevant safety measures. If there are any specific safety concerns or precautions associated with the supplied doors and windows, we will provide you with detailed information, installation instructions, and any necessary precautionary measures to address them.
Regarding site access and the delivery process, we will take all necessary steps to ensure a smooth and efficient delivery. Our delivery driver will be briefed about any site access restrictions, gate codes, parking limitations, or time restrictions for deliveries. If there are any limitations on vehicle size or weight, we will inform the driver accordingly. We will also communicate any changes or updates to the delivery schedule promptly to ensure proper coordination with your team.
Furthermore, we appreciate your emphasis on providing a site map and instructions to our delivery driver. We will ensure that the driver is equipped with a detailed site map that highlights the proper entrance, unloading zones, and designated locations for material placement. They will be briefed on any site-specific instructions or protocols that must be followed during the delivery process.
We are committed to delivering high-quality doors and windows for your project, and we appreciate the opportunity to work with you. Rest assured, we will do everything within our control to fulfill your requirements and ensure a successful installation process.
Once again, we acknowledge and confirm our understanding and compliance with the mentioned points. If you have any further questions or require additional information, please feel free to reach out to us at any time.
Thank you for choosing us as your door and window supplier. We look forward to delivering the products as scheduled and contributing to the success of your project.

Kind regards


Win Do
Sales Representative
SUPPLIER COMPANY
1 STREET, ABC LAND, QLD
Australia
Phone: 0123456

