
Transport Logistics Coordination 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Name], 

We would like to coordinate the logistics for the upcoming shipment scheduled for [Insert 

Shipment Date]. Please find the details below: 

Shipment Details: 

• Product: [Insert Product Name] 

• Quantity: [Insert Quantity] 

• Shipping Method: [Insert Shipping Method] 

• Destination: [Insert Destination Address] 

• Expected Delivery Date: [Insert Delivery Date] 

Point of Contact: 

Please direct all logistics communications to [Your Name] at [Your Phone Number] or [Your 

Email Address]. 

Thank you for your cooperation. We look forward to a successful delivery. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


