
Shipping Compliance Reminder 

Dear [Recipient's Name], 

This is a friendly reminder regarding the compliance requirements associated with your 

upcoming shipment scheduled for [Date]. It is essential that all shipping documents are complete 

and accurate to ensure a smooth delivery process. 

Please confirm the following items are prepared: 

• Shipping Invoice 

• Packing List 

• Customs Declaration 

• Any necessary certificates or permits 

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

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


