Business Inquiry Request for Shipment Schedules

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Your Email Address]
[Your Phone Number]

[Recipient Name]

[Recipient Position]
[Recipient Company Name]
[Recipient Company Address]
[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to inquire about the current shipment schedules
for [specific product or service]. As we aim to streamline our operations and ensure timely
deliveries, having an updated schedule would be greatly beneficial.

Could you please provide the following information:

o Latest shipment dates
o Estimated delivery times
« Any anticipated delays or changes in schedule

Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]



