
Transportation Schedule Adjustment 

Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an adjustment to our current 

transportation schedule due to [briefly state reason, e.g., increased demand, route changes, etc.]. 

Currently, our transportation schedule is as follows: 

• [Day/Time] - [Current Route/Details] 

• [Day/Time] - [Current Route/Details] 

We propose the following adjustments: 

• [Day/Time] - [Proposed Route/Details] 

• [Day/Time] - [Proposed Route/Details] 

I believe these adjustments will help us meet our operational needs more effectively. I am open 

to discussing this further and look forward to your feedback. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


