
Date: [Insert Date] 

SENDER INFORMATION 

Name: [Sender Name] 

Company: [Sender Company Name] 

Address: [Street Address, City, State, Zip Code] 

Phone: [Sender Phone Number]  

RECIPIENT INFORMATION 

Name: [Recipient Name] 

Company: [Recipient Company Name] 

Address: [Street Address, City, State, Zip Code] 

Phone: [Recipient Phone Number]  

DELIVERY DETAILS 

Tracking Number: [Insert Number] 

Contents: [Description of Items] 

Shipping Method: [Standard/Express/Courier]  

Message: 

Please find the enclosed items as requested. If there are any issues with the delivery or the 

condition of the package upon arrival, please contact the sender immediately.  

Sincerely, 

 

[Sender Signature] 

[Sender Printed Name]  


