
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request greater transparency in the 

delivery processes of [specific services/products] provided by [Company Name]. As a valued 

customer, I believe that clear communication regarding delivery timelines, tracking information, 

and potential delays is essential for maintaining trust and satisfaction. 

Specifically, I would appreciate updates on the following aspects of the delivery process: 

• Real-time tracking updates 

• Notification of delays or changes in delivery schedules 

• Clear return policy and procedures for undelivered items 

Improving transparency in these areas will greatly enhance customer experience and strengthen 

the relationship between [Company Name] and its customers. I look forward to your prompt 

response regarding this matter. 

Thank you for your attention to this request. 

Sincerely, 

Your Name 

Your Signature (if sending a hard copy) 


