PLEASE, USE CORPORATE LETTERHEAD

DD/MM/YYYY

Attention: Yuriy Korzhenko 
Dear Yuriy,

Our company takes part in the exhibition “NAME OF THE SHOW – YEAR”, which will take place at “NAME OF THE EXHIBITION COMPLEX” from “DAY” to “DAY” “MONTH”.

Please, arrange unloading and loading back of the following collies (boxes / pieces):

1)   000 х 000 х 000 cm, gross weight 0,000 kg;

2)   000 х 000 х 000 cm, gross weight 0,000 kg;

n)   000 х 000 х 000 cm, gross weight 0,000 kg.

Unloading with forklift truck is possible / OR / Crane unloading only.

Exhibits arrive for unloading “DAY, MONTH” before / OR / after 14:00 (2:00 p.m.).

Besides unloading from truck, delivery to exhibition booth, loading back to the truck after show, please, organize (LEAVE REQUIRED POINTS):
· extra operation of forklift on mounting time during ___ hours;

· extra operation of forklift on dismantling time during ___ hours;

· extra operation of worker with hydraulic lift;

· unloading from pallets to floor;

· unpacking from cases.
Well-timed payment is guaranteed.

CONTACT PERSON

CONTACT TEL. NUMBER

FAX NUMBER

Regards,
Position


SIGNITURE / STAMP


NAME / SURNAME

