
Request for Shipping Records Retrieval 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. As part of our operational review process, we are currently 

conducting an in-depth analysis of our shipping records from [start date] to [end date]. 

To ensure a comprehensive review, we kindly request your assistance in retrieving the following 

shipping records: 

• Tracking numbers 

• Shipping dates 

• Delivery confirmation details 

• Any related documentation 

Your prompt attention to this request is greatly appreciated, as it will help us enhance our 

operational efficiency and service quality. 

Please let us know if you need any further information or clarification regarding this matter. 



 

Thank you for your cooperation. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


