Escalation Letter for Critical Spare Parts
Procurement

Date: [Insert Date]
To: [Recipient's Name]
Title: [Recipient's Title]
Company: [Recipient's Company]
Address: [Recipient's Address]
Dear [Recipient's Name],
I am writing to formally escalate the procurement of critical spare parts that are essential for our
operations. Despite multiple requests and follow-ups, the delay in procurement has begun to
significantly impact our production timelines.
Item Details:
e Part Number: [Insert Part Number]
e Description: [Insert Description]
e Quantity Needed: [Insert Quantity]
We previously communicated the urgency of this request on [Insert previous request date] and
expected a resolution by [Insert expected resolution date]. Unfortunately, we are still awaiting
confirmation on the delivery timeline.
We kindly request your immediate attention to expedite this matter, as any further delay may
result in operational setbacks. Your cooperation in resolving this issue promptly would be greatly
appreciated.
Thank you for your understanding. | look forward to your swift response.
Sincerely,
[Your Name]
[Your Title]

[Your Company]
[Your Contact Information]



