
Expedited Delivery Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

City, State, Zip: [Recipient's City, State, Zip] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request expedited delivery for a 

shipment of urgent materials pertaining to [brief description of the shipment contents and 

purpose]. We have encountered an unexpected situation that necessitates immediate attention. 

The details for the shipment are as follows: 

• Shipment ID: [Insert Shipment ID] 

• Expected Delivery Date: [Insert Expected Delivery Date] 

• Shipping Address: [Insert Shipping Address] 

We appreciate your assistance in ensuring that this shipment is prioritized for prompt delivery. If 

you require any additional information to facilitate this request, please do not hesitate to contact 

me directly at [Your Phone Number] or [Your Email Address]. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


