
Logistics Coordination Letter 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, State, Zip] 

Dear [Recipient's Name], 

Subject: Coordination of Logistics for [Project Name] 

We are reaching out to discuss the logistics management strategies for the upcoming [Project 

Name]. This project is scheduled to commence on [Start Date] and is expected to be completed 

by [End Date]. 

To ensure smooth coordination and execution, we propose a meeting on [Proposed Date] at 

[Proposed Time] to review logistics plans, including delivery schedules, equipment usage, and 

site access routes. It is critical that all parties involved are aligned to avoid any delays. 

Please confirm your availability for the proposed meeting or suggest an alternative date and time 

that suits you best. 

We appreciate your collaboration on this project and look forward to working together to achieve 

a successful outcome. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


