
Emergency Shipping Schedule Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you of an emergency shipping schedule that has been implemented due 

to unforeseen circumstances. We are committed to ensuring that your orders are delivered in a 

timely manner despite these challenges. 

Updated Shipping Schedule 

Order Number Item Description Original Shipping Date New Shipping Date 

[Order Number 1] [Item Description 1] [Original Date 1] [New Date 1] 

[Order Number 2] [Item Description 2] [Original Date 2] [New Date 2] 

We understand that these changes may cause some inconvenience, and we apologize for any 

disruptions this may cause you. 

If you have any questions or need further assistance, please do not hesitate to reach out to us. 

Thank you for your understanding and support during this time. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


