
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Regular Pickup and Drop Service  

I hope this message finds you well. I am writing to request the 

arrangement of a regular pickup and drop service for [specific purpose, 

e.g., daily commute, school, etc.].  

Details of the service are as follows:  

- **Pickup Location:** [Your pickup address]  

- **Drop-off Location:** [Your drop-off address]  

- **Frequency:** [e.g., daily, weekly]  

- **Preferred Time for Pickup:** [Your preferred time]  

- **Preferred Time for Drop-off:** [Your preferred time]  

I would appreciate it if you could provide me with information on your 

pricing, availability, and any other terms associated with this service.  

Thank you for considering my request. I look forward to your prompt 

response.  

Sincerely,  

[Your Name] 


