
Action Plan for Supplier Capacity Increase 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Company Name] 

Subject: Action Plan for Increasing Supplier Capacity 

Introduction 

Dear [Supplier Contact Name], 

We are reaching out to discuss the increasing demand for our products and the need for an 

enhancement of your production capacity to meet our requirements. 

Current Situation 

Currently, we have encountered a significant increase in product demand, and we believe that 

your contribution is vital in achieving our production goals. 

Objectives 

• Increase production capacity by [specify percentage or quantity] by [target date]. 

• Improve lead times to ensure timely delivery. 

Action Steps 

1. Conduct a capacity review of current operations by [specific date]. 

2. Identify potential areas for efficiency improvements and equipment upgrades by [specific 

date]. 

3. Provide a proposal for additional workforce or shift patterns by [specific date]. 

4. Schedule a follow-up meeting to discuss findings and strategies on [specific date]. 

Expected Outcomes 

We aim to achieve the enhanced capacity that aligns with our growth targets and ensures a steady 

supply of products to our customers. 

Conclusion 



We appreciate your attention to this important matter and look forward to your swift response 

and collaboration in boosting production capabilities. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


