
Critical Shipment Urgency Notification 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to inform you of a critical shipment that requires immediate attention. The 

shipment, consisting of [brief description of the goods], is of utmost importance to our operations 

and must be delivered by [insert delivery deadline]. 

Due to [mention any relevant circumstances or reasons for urgency], we kindly request your 

assistance in expediting the processing and shipping of this order. The order number is [insert 

order number], and it was placed on [insert order date]. 

Your prompt action will greatly aid in preventing any disruptions in our services. Please confirm 

the receipt of this message and provide an update on the status of the shipment at your earliest 

convenience. 

Thank you for your attention to this urgent matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


