To
[The Recipient Name]
[Address]
Subject: Request of material needed for [X]
Dear Stewart,
My name is Alex, working as an assistant manager in [ABC Chemicals]. I am writing this letter to request you about the supply of raw material in our production unit. You also know that we are in business relations for more than a decade and we always request you for material supply. This time, we have received another big order from a multinational company, and they need their product within a couple of months which is only possible when the material will be available immediately and in adequate quantity. I need your kind cooperation in this regard.
I am attaching with this letter, a list of material which we need immediately. We are expected to start the production within this week, and we need your kind help in the successful accomplishment of this project. You are also assured through this letter that an early and advance payment will be made to your bank account as soon as possible.
I hope you will entertain my request and supply us with the material at your earliest. You may contact me on my personal cell number or through email if you have any further queries in this regard. Please send me your reply through an acknowledgment email at your earliest. Waiting for a positive response from your side.
Yours sincerely.
[Your Name]
[Business Name]
[Address
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