
Dear Valued Customer, 

We hope this message finds you well. At [Company Name], we are committed to providing 

exceptional service and ensuring the safe handling of your packages. Below is our package 

handling policy to help you understand our procedures. 

Package Handling Policy 

1. Delivery Timing: We strive to deliver your packages within [insert time frame]. Please 

allow for delays due to unforeseen circumstances. 

2. Inspection: All packages are thoroughly inspected before being dispatched to guarantee 

quality and safety. 

3. Damage Reporting: If you receive a damaged package, please report it to us within 

[insert time frame] for a resolution. 

4. Signature Confirmation: Certain packages may require a signature upon delivery for 

security purposes. 

5. Returns: Our return policy allows for returns within [insert time frame] under specified 

conditions. 

Contact Us 

If you have any questions regarding our package handling policy, please do not hesitate to reach 

out to our customer service team at [contact information]. 

Thank you for choosing [Company Name]. We appreciate your business! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


