
Subject: Follow-Up Request for Shipment Tracking Status 

Dear [Vendor's Name], 

I hope this message finds you well. I am writing to follow up on our previous correspondence 

regarding the tracking status of our recent shipment (Order Number: [Order Number]). We 

understand that processing and shipping may take time, but we would appreciate any updates 

you can provide. 

As we rely on this shipment for our upcoming projects, having an estimated delivery date will 

help us plan accordingly. If you could send us the tracking information at your earliest 

convenience, it would be greatly appreciated. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


