To
[The Recipient Name]
[Address]
I am Henry, nominated head of [Kingston Project] and I am writing you in response to your letter in which you have directed me to inform you about the progress of the project. I want to request you for the supply of material as soon as possible. This is due to the reason that the project pace was great a week ago but then, we had to face such a problem that was not being anticipated. 
I was working along with my team to complete this project successfully and within the decided time frame but suddenly we encountered a problem. My assistant informed me that if we keep progressing at such a speed, the material supply was going to vanish and, in that case, we will have to stop the project which was not an acceptable situation because the project is expected to be completed within a couple of weeks and we cannot afford any further delay.
If you remember then I had already informed you verbally and you also promised with me at that time regarding a quick supply of material but unfortunately, no further material has been supplied and I am afraid that in case of non-availability of material, we will no more be able to work on this project. 
Now, I am again requesting that immediate availability of material must be made possible at the project site within a day so that we may proceed. A list of required material is also being attached with this letter. I hope you will give due consideration to my request and arrange the required material as soon as possible.
Yours sincerely,
[Your Name]
[Business Name]
[Address
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