[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
To
[The Recipient]
I hope you will be doing well. Through this letter, I want to share with you the progress of our ongoing project and an unanticipated problem as well. My team was about to complete the project within the stipulated time deadline, and I was happy to see the pace of the project. But suddenly, we came across a problem. I came to know through my storekeeper that the material supply was ending and if we keep going with such pace, it will soon be vanished which was an alarming thing because we were looking forward to completing the project within a few days. 
I have already informed you verbally and you promised to supply the needed material as soon as possible but unfortunately, we did not receive anything yet. Due to this reason, we had to stop the project.
Now, I am requesting you formally to make sure the supply of all material which is needed at the project site immediately so that we could proceed further and meet the deadline. I have attached with this letter a list of all such material.   
I hope my request will be given due consideration by you and you will make a quick supply of needed material at the site as soon as possible.
Yours sincerely,
XYZ

writeletter2.com


writeletter2.com


 


 


[Company Name]


 


[Address, City, STATE, Zip]


 


[Contact]


 


[Website]


 


Date:


 


To


 


[The Recipient]


 


I hope you will be doing w


ell. Through this letter, I want to share with you the progress of our ongoing 


project and an unanticipated problem as well. My team was about to complete the project within the 


stipulated time deadline, and I was happy to see the pace of the project. But 


suddenly, we came across 


a problem. I came to know through my storekeeper that the material supply was ending and if we keep 


going with such pace, it will soon be vanished which was an alarming thing because we were looking 


forward to completing the projec


t within a few days. 


 


I have already informed you verbally and you promised to supply the needed material as soon as 


possible but unfortunately, we did not receive anything yet. Due to this reason, we had to stop the 


project.


 


Now, I am requesting you forma


lly to make sure the supply of all material which is needed at the 


project site immediately so that we could proceed further and meet the deadline. I have attached with 


this letter a list of all such material. 


  


 


I hope my request will be given due conside


ration by you and you will make a quick supply of needed 


material at the site as soon as possible.


 


Yours sincerely,


 


XYZ


 


 




writeletter2.com     [Company Name]   [Address, City, STATE, Zip]   [Contact]   [Website]   Date:   To   [The Recipient]   I hope you will be doing w ell. Through this letter, I want to share with you the progress of our ongoing  project and an unanticipated problem as well. My team was about to complete the project within the  stipulated time deadline, and I was happy to see the pace of the project. But  suddenly, we came across  a problem. I came to know through my storekeeper that the material supply was ending and if we keep  going with such pace, it will soon be vanished which was an alarming thing because we were looking  forward to completing the projec t within a few days.    I have already informed you verbally and you promised to supply the needed material as soon as  possible but unfortunately, we did not receive anything yet. Due to this reason, we had to stop the  project.   Now, I am requesting you forma lly to make sure the supply of all material which is needed at the  project site immediately so that we could proceed further and meet the deadline. I have attached with  this letter a list of all such material.       I hope my request will be given due conside ration by you and you will make a quick supply of needed  material at the site as soon as possible.   Yours sincerely,   XYZ    

