
Customs Clearance Request for Delayed 

Processing 

Date: [Insert Date] 

To, 

Customs Clearance Officer 

[Customs Department Name] 

[Department Address] 

[City, State, ZIP Code] 

Subject: Request for Assistance in Delayed Customs Clearance 

Dear [Officer's Name], 

I am writing to formally request your assistance regarding the delayed processing of my 

shipment (Tracking Number: [Insert Tracking Number]), which has been held up in customs 

since [Insert Delay Date]. 

The shipment contains [Brief Description of Goods], and it was scheduled for delivery on [Insert 

Original Delivery Date]. Unfortunately, due to the delay, we are experiencing significant 

disruption to our operations. 

I kindly request that you expedite the clearance process or provide guidance on any additional 

documentation or procedures that may be needed to resolve this matter promptly. 

Thank you for your attention to this urgent request. I look forward to your swift response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


