[Business Name]
[Address: other text]
Subject: Forwarding request of purchase of [XYZ]
Dear Sir,
I am Alex, appointed as a project manager for the accomplishment of a very important project of the company. I would like to draw your attention to the point that we are in dire need of the purchase of material immediately for our ongoing project. This project is going on at a great speed and I am foreseeing it to be completed within a week, but the material shortage has become a major hurdle in the way. It has been more than two weeks since I requested you for the same purpose, but I regret to say that you did not show any interest in this matter. Now I am requesting you again through this letter that if we run out of the material, the project will be stopped which is not an acceptable thing for both of us.
To avoid this problem, I am requesting you again that this material supply should be made as early as possible and for this purpose, you need to do a quick purchase. A list of desired items has been prepared by me and the same is being sent to you along with this letter.
I hope you will show a positive response towards my request and purchase the requested material as soon as possible to avoid further inconvenience. Waiting for a positive response from your side.
Yours sincerely,
XYZ
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