
Inquiry for Export Documentation Details 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the specific documentation 

required for the export process of our products to [Destination Country]. As we prepare for our 

upcoming shipment, it is crucial to ensure that we have all necessary paperwork in place. 

Could you please provide details regarding: 

• Commercial Invoice 

• Packing List 

• Bill of Lading 

• Certificates of Origin 

• Any additional documentation required 



Timely receipt of this information will greatly assist us in meeting our shipment deadlines. If 

there are any forms or additional steps we need to complete, please let us know. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


