[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
To
[The Recipient]
Subject: Request for material needed at site [X]
Dear Manager,
I, James Anderson, working as an assistant manager in Stars Marketing Company, would like to request an urgent supply of material from your company which is needed immediately. A list of materials has been attached to this request letter.
We had already worked together once in 20XX on a project. Getting the material supply from your company was an excellent experience for me altogether. This year, as we are going to start our project again, I have decided to complete it with your help and I am therefore requesting you through this letter to supply us the material of our need as early as possible. I also assure you of early payment for our ordered material.
The bank credit statement for the material is also being sent to you with this letter. If you have any queries regarding or need to ask for any information before processing the order, you can contact us through official email. Therefore, feel free to contact us. Thanking you in anticipation.
Yours sincerely,
XYZ
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