
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 for the [Project Name] project 

scheduled to commence on [Project Start Date]. Ensuring timely delivery is crucial for adhering 

to the project timelines. 

Shipment Details 

• Goods Description: [Description of Goods] 

• Weight: [Total Weight] 

• Dimensions: [Dimensions] 

• Delivery Location: [Location] 

• Expected Delivery Date: [Delivery Date] 

Coordination Steps 

1. Confirm the shipment schedule by [Confirmation Date]. 

2. Arrange for necessary transport equipment and personnel. 

3. Ensure all legal and safety regulations are adhered to during transportation. 

4. Update us on any potential delays or issues immediately. 

We appreciate your cooperation in this matter and look forward to your prompt response to 

confirm the above details. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


