
Sample letter to Carrier send by Individual Forwarder







Date
Implementation of e-rates and e-schedule
Dear carriers,

During the day-to-day operations, forwarders give their best endeavor to simplify the work process for better efficiency. We are now in the process of optimizing the data flow between carriers and forwarders by mean of standardizing a template for carriers' submission like the rates and flight schedule. This initiative has been successfully implemented in major European countries. 
In this regard, two standard excel sheets for Hong Kong called e-rates and e-schedule, have been jointly developed by HAFFA. The format of the sheets allows you to distribute your standard, net, all promotional rates and flight schedule in common and unified formats as well as they enable us to upload the latest information into our own database.  

(Forwarder’s Name) plans to implement this simplified process with effect from DD/MM/YYYY and we count on your cooperation.
You will find enclosed the samples for your kind perusal. 

In order to facilitate the distribution, we created a centralized email for you

e-rates@xxxxxx.com and e-schedule@xxxxxx.com.  When this will be operational, you will only need to send your rates and schedule to these unique addresses and the information will be available to all (Forwarder’s Name) colleagues via our internal system. 

We kindly ask you to start as soon as feasible to send your rates and schedule via the e-rates and e-schedule sheets.
We thank you in advance for your kind consideration.
Best regards
(Forwarder’s Name & Signature)

