[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Website]
Subject: Urgent transportation requirement for [X]
Dear Manager,
I, Anderson, working as an assistant manager in ABC courier service, writing you this letter on behalf of my company to provide us transportation on an urgent basis. We are a medium size courier service provider, but our business is spread throughout the country. Last night, our company vehicle became out of order and it became nearly impossible for us to deliver goods on time to respective customers. Since you have a big name in the transportation industry and provide the best services to your customer, therefore you are being requested to provide us a well-conditioned cargo vehicle with a well-trained driver within few hours after you receive this letter.
Other requirements have been written and being sent to you with this letter. We need the above-mentioned vehicle for three days. If it is feasible and you agree with our terms and conditions, do let us know at your earliest. In this case, do let us know your charges and other requirements. Waiting for a positive response from your side.
Yours sincerely,
[XYZ]
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