
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Subject of the Letter]  

I am writing to formally request [specific details about the courier 

service, e.g., a pickup, delivery, etc.].  

[Insert a detailed explanation of your request, including any relevant 

information such as dates, times, package details, and special 

instructions.]  

Please let me know at your earliest convenience if you require any 

further information or if we can proceed with this request.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position (if applicable)]  

[Your Company Name (if applicable)] 


