
Chauffeur Service Request 

Date: [Insert Date] 

To: [Chauffeur Service Company Name] 

Address: [Company Address] 

Dear [Service Provider's Name], 

I hope this message finds you well. I am writing to request premium chauffeur services for an 

upcoming event. Below are the details of my request: 

• Event Date: [Insert Date] 

• Pick-up Time: [Insert Time] 

• Pick-up Location: [Insert Address] 

• Drop-off Location: [Insert Address] 

• Number of Passengers: [Insert Number] 

• Vehicle Preference: [Insert Vehicle Type] 

Please confirm availability and provide the pricing details at your earliest convenience. If you 

require any additional information, feel free to contact me at [Your Phone Number] or [Your 

Email]. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Contact Number] 

[Your Email Address] 


