
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[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 request your review of the attached export 

documents related to [specific shipment or project]. Ensuring the accuracy and completeness of 

these documents is crucial for a smooth export process. 

Please find the following documents for your review: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

Your insights and feedback would be greatly appreciated. If possible, could you please provide 

your comments by [specific date]? This will help us to meet our shipping deadlines. 

Thank you very much for your assistance. Should you have any questions or require further 

information, please do not hesitate to reach out. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company] 


