
Courtesy Item Exchange Offer 

Date: [Insert Date] 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose an item exchange that I believe could 

be mutually beneficial. 

I would like to offer you [Describe the item you are offering] in exchange for [Describe the item 

you want]. I believe this exchange would be advantageous for both of us as it fulfills our 

respective needs. 

Please let me know if you are interested in this offer. I am looking forward to your positive 

response. 

Thank you for considering this exchange. 

Sincerely, 

[Your Name] 


