
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Courier Service Name]  

[Courier Service Address]  

[City, State, Zip Code]  

Dear [Courier Service Manager/Name],  

Subject: Request for Courier Services  

I hope this message finds you well. I am writing to inquire about your 

local courier services for our upcoming delivery needs.  

Details of the shipment are as follows:  

- **Pickup Location:** [Pickup Address]  

- **Delivery Location:** [Delivery Address]  

- **Package Details:** [Description of Items, Weight, Dimensions]  

- **Desired Pickup Date and Time:** [Date and Time]  

- **Special Instructions:** [Any specific requirements]  

Please provide information regarding your rates, delivery times, and any 

other relevant details. I am looking forward to your prompt response.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Your Company Name, if applicable] 


