Expedited Shipping Request
Date: [Insert Date]

To: [Shipping Company Name]

From: [Your Name]

[Your Company Name]

[Your Address]

[City, State, Zip Code]

[Your Email Address]

[Your Phone Number]

Dear [Shipping Company Name],

I hope this message finds you well. I am writing to request expedited shipping for our event
materials that are urgently needed for an important event scheduled on [Insert Event Date].

The materials include:

e [Description of Item 1] - Quantity: [Quantity]

e [Description of Item 2] - Quantity: [Quantity]

e [Description of Item 3] - Quantity: [Quantity]
We would greatly appreciate it if you could prioritize this shipment and ensure that it arrives by
[Insert Required Delivery Date]. Please let me know if there are any additional costs associated
with the expedited shipping option.
Thank you for your prompt attention to this matter. I look forward to your confirmation.
Sincerely,
[Your Name]

[Your Title]

[Your Company Name]



