
Expedited Delivery Instructions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Expedited Delivery Instructions for Fast Tracking 

Dear [Recipient's Name], 

I hope this message finds you well. In order to ensure the timely delivery of our recent shipment, 

I would like to provide the following expedited delivery instructions: 

Delivery Details: 

• Tracking Number: [Insert Tracking Number] 

• Sender's Address: [Insert Address] 

• Recipient's Address: [Insert Address] 

• Expected Delivery Date: [Insert Date] 

Instructions: 

1. Prioritize this shipment in your processing queue. 

2. Ensure that the package is properly labeled with the tracking number. 

3. Utilize expedited shipping methods available within your logistics network. 

Please confirm the receipt of these instructions and let me know if further assistance is required. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


