
Request for Luxury Transport Service 

Date: [Insert Date] 

To: [Service Provider's Name] 

From: [Your Name] 

Position: [Your Position] 

Company: [Your Company] 

Contact Information: [Your Contact Information] 

Subject: Luxury Transport Service Request for VIP Guests 

Dear [Service Provider's Name], 

I hope this message finds you well. We are hosting a special event on [insert event date] and 

would like to request your luxury transport services for our VIP guests. 

The details of the transportation requirements are as follows: 

• Date of Service: [Insert Date] 

• Pick-up Location: [Insert Location] 

• Drop-off Location: [Insert Location] 

• Number of Passengers: [Insert Number] 

• Preferred Vehicle Type: [e.g., Sedan, SUV, Limousine] 

• Additional Services Required: [e.g., Refreshments, Wi-Fi, Security] 

Please confirm your availability for the requested date and any additional information needed to 

proceed with the booking. We appreciate your attention to detail and luxurious service standards, 

as this will contribute significantly to our guests' experience. 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


