
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name or Transportation Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name or Transportation Company Name],  

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

transportation services for an upcoming event on [event date] at [event 

location]. We require both pickup and drop-off services for our guests. 

**Details of the Event:**  

- **Event Date:** [Date]  

- **Pickup Location:** [Address]  

- **Drop-off Location:** [Address]  

- **Pickup Time:** [Time]  

- **Drop-off Time:** [Time]  

- **Number of Passengers:** [Number of guests]  

Please let me know if you are available on this date and if you can 

accommodate our transportation needs. Additionally, I would appreciate a 

quote for your services. 

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

response. 

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company/Organization Name, if applicable] 


