
Urgent Express Delivery Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to urgently request the express delivery of 

[briefly describe the item or documents], which is crucial for [mention reason, e.g., an upcoming 

deadline or event]. 

Details of the shipment are as follows: 

• Item: [Item Description] 

• Quantity: [Number of Items] 

• Weight: [Weight if applicable] 

• Pickup Location: [Pickup Address] 

• Delivery Location: [Delivery Address] 

Please confirm the estimated delivery time and any necessary arrangements to expedite this 

request. Your prompt assistance in this matter would be greatly appreciated. 

Thank you for your attention to this urgent request. I look forward to your swift response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


