
Heavy Goods Shipment Coordination 

Date: [Insert Date] 

To: [Recipient Name] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to coordinate the shipment of heavy goods pertaining to [specific equipment or 

cargo details]. As we approach the scheduled transportation date of [insert date], we want to 

ensure that all arrangements for handling and logistics are well-organized. 

Details of the Shipment: 

• Item Description: [Description of Goods] 

• Weight: [Weight] 

• Dimensions: [Dimensions] 

• Pickup Location: [Pickup Address] 

• Delivery Location: [Delivery Address] 

• Scheduled Pickup Date and Time: [Insert Date and Time] 

• Required Equipment: [List of Equipment Needed] 

We kindly ask you to confirm the following: 

1. Availability of required handling equipment. 

2. Personnel ready to assist with the loading/unloading process. 

3. Any permits or documentation needed for transportation. 

Please let us know if you have any questions or require additional information. We appreciate 

your cooperation and look forward to a smooth shipment. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Contact Information] 


