
[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: Service Request for Logistics Support  

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

logistics services to facilitate [briefly describe the purpose of the 

request, e.g., "the transportation of goods" or "the management of our 

supply chain logistics"].  

Details of the service request are as follows:  

- **Type of Service Required:** [Specify the type of logistics service 

needed]  

- **Origin and Destination:** [Provide the starting point and delivery 

location]  

- **Date of Service:** [Indicate the preferred date or time frame for 

service]  

- **Volume/Weight of Goods:** [Mention the size, weight, and nature of 

the goods]  

- **Special Instructions:** [Include any specific requests or 

considerations]  

We believe your expertise in logistics will be invaluable for this 

undertaking, and we look forward to your prompt response regarding our 

request.  

Thank you for considering our service request. Should you require any 

further information, please do not hesitate to contact me.  

Sincerely,  

[Your Name]  

[Your Position] (if applicable)  

[Your Company Name] (if applicable) 


