
Expedited Shipping Request 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Country] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request expedited shipping for my 

recent order #[Order Number], placed on [Order Date]. Due to [reason for expedited shipping], I 

would greatly appreciate your assistance in facilitating a faster delivery process. 

Details of the shipment are as follows: 

• Item Description: [Item Description] 

• Quantity: [Quantity] 

• Shipping Address: [Complete Shipping Address] 

• Preferred Shipping Method: [Preferred Method] 

Please let me know if there are any additional fees associated with this request and how best to 

proceed. I look forward to your prompt response regarding this matter, as it is of utmost 

importance to me. 

Thank you for your attention and assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


