Manufacturing Capacity Study

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well. We are conducting a comprehensive study to assess our
manufacturing capabilities and identify areas for potential improvement. This study is crucial for
optimizing our production processes and ensuring we meet the growing demands of our market.

We would appreciate your input regarding the current manufacturing capacity within your
department. Specifically, we are interested in understanding:

« Current production output levels

e Resource availability and constraints

« Potential bottlenecks in the manufacturing process

o Future capacity requirements

We would like to schedule a meeting to discuss this study and gather your insights. Please let us
know your availability over the next week. Your expertise is invaluable to ensuring the success
of this project.

Thank you for your cooperation. We look forward to your prompt response.
Sincerely,

[Your Name]

[Your Title]

[Your Company]
[Your Contact Information]



