
Fast-Track Delivery Arrangement 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Subject: Fast-Track Delivery Arrangement 

Dear [Recipient's Name], 

We are pleased to confirm your request for a fast-track delivery arrangement for your recent 

order with us. Your order details are as follows: 

• Order Number: [Insert Order Number] 

• Delivery Address: [Insert Delivery Address] 

• Expected Delivery Date: [Insert Expected Delivery Date] 

To ensure timely delivery, please ensure someone is present at the delivery address on the 

expected date. If you have any special instructions or need to make adjustments, do not hesitate 

to contact us immediately. 

Thank you for choosing our services. We appreciate your business and look forward to serving 

you again. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Contact Information] 


