<p[Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient Name]

[Recipient Address]

[City, State, Zip Code]

Dear [Recipient Name],

| am writing to provide assistance with the customs documentation required for [describe
purpose, e.g., an upcoming shipment or travel]. Ensuring that all necessary paperwork is
completed accurately and submitted in a timely manner is essential to avoid any delays or
complications.

The following documents are typically required:

Commercial Invoice

Packing List

Bill of Lading

Certificate of Origin
Import/Export Licenses (if applicable)

Please ensure that all documents are filled correctly and submitted to the customs authority
before [deadline]. Should you have any questions or require further assistance, feel free to reach
out to me directly at [Your Phone Number] or [Your Email Address].

Thank you for your attention to this matter.

Sincerely,

[Your Name]



