
Material Supply Request 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Company Name] 

Subject: Request for Material Supply 

Dear [Supplier Name], 

We are writing to formally request the supply of materials required for our ongoing 

manufacturing operations at [Your Company Name]. The details of the materials needed are as 

follows: 

• Material Name: [Material 1] 

• Quantity: [Quantity 1] 

• Specifications: [Specifications 1] 

• Material Name: [Material 2] 

• Quantity: [Quantity 2] 

• Specifications: [Specifications 2] 

Please confirm the availability of the requested materials and the expected delivery date. If you 

have any questions or require further information, do not hesitate to contact us. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


