
Warehouse Space Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the urgent allocation of 

warehouse space to accommodate our business needs. Due to [briefly explain the reason, e.g., 

increased demand, shipment delays, etc.], we find ourselves in need of additional storage 

capacity. 

We are seeking [specific requirements, e.g., size, location, duration of need] and would greatly 

appreciate any assistance you could provide in facilitating this request at your earliest 

convenience. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


