
Item Pickup and Delivery Planning 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Item Pickup and Delivery Arrangements 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to confirm the arrangements for the pickup and 

delivery of items as discussed. 

Pickup Details: 

• Date: [Insert Pickup Date] 

• Time: [Insert Pickup Time] 

• Location: [Insert Pickup Location] 

Delivery Details: 

• Date: [Insert Delivery Date] 

• Time: [Insert Delivery Time] 

• Location: [Insert Delivery Location] 

If you have any questions or need to make adjustments to this schedule, please don't hesitate to 

reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


