
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

drop-off services for [specific date(s) and time(s)].  

Pickup Details:  

- Date: [Date]  

- Time: [Time]  

- Location: [Pickup Address]  

Drop-off Details:  

- Date: [Date]  

- Time: [Time]  

- Location: [Drop-off Address]  

If you could confirm the arrangements or provide any additional 

information regarding the service, I would greatly appreciate it.  

Thank you for your assistance.  

Sincerely,  

[Your Name] 


