Date
Subject: Write up regarding production increase

Dear John,
I am Jackson, working as an assistant manager in [ABC Company]. Through this letter, I tend to suggest you increase the ordered production. Considering the best supplier, we started a business with you five years ago and since then, we are in good business relations with each other. Neither we found anything wrong from your side nor did you give us any chance to complain. But, for the last couple of months, I have been noticing that we are receiving less supply of material than we ordered. This problem was faced by us on several occasions.
On 28th of September, 20XX, we ordered the supply of 2 tons of raw package material. You supplied us with 1 ton instead of 2 tons. Considering your first mistake, we did not take it seriously. Similarly, on the same kind of occasion, you were supposed to deliver us 3 tons of plastic package material, but the same problem was observed from your side and instead of delivering us our desired weight, you delivered us 2 tons of plastic package.
The above-mentioned two occasions are enough to force us write you like this. Now what I wish to say through this letter is that you must increase your material production. We had to bear heavy losses because of less supply of materials.
My dear, we are known as a worthy company have built our trust among customers after a year-long struggle but when we did not receive the material as per our order, it became impossible for us to meet our customers’ demands which impacted in a bad way.
We cannot face the same situation again and again and therefore it is for your own interest to increase the production of material which you supply to us otherwise we will be forced to get materials from another supplier. I hope you will consider my request and start increasing your material production.
Yours sincerely,
[NAME]
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