
Production Capacity Assessment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are conducting a production capacity assessment to ensure that our resources align with our 

operational demands. As part of this process, we would like to gather detailed information on 

your current production capabilities and any factors affecting your operational efficiency. 

Please provide the following information: 

• Current production volume and maximum capacity. 

• Operational hours per week. 

• Workforce availability and skills. 

• Equipment and technology utilized. 

• Any anticipated changes in production needs. 

Your prompt response by [insert response deadline] will be greatly appreciated and will assist us 

in making informed decisions regarding our production strategy. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


