Construction Procurement Request

Date: [Insert date]
To: [Recipient's Name]
Company: [Recipient's Company]
Address: [Recipient's Address]
Dear [Recipient's Name],
I hope this message finds you well. We are currently undertaking an urgent project, [Project
Name], which requires immediate procurement of construction materials and services. Given the
nature of the project and the tight deadlines we are facing, we kindly request your assistance in
fulfilling our procurement needs.
Specifically, we are in need of the following:
e [ltem 1: Description, Quantity]
e [ltem 2: Description, Quantity]
e [Item 3: Description, Quantity]
We would greatly appreciate your prompt response to this request, as it will allow us to maintain
our project timeline. Please let us know if you require any additional information or if you can
provide a quote at your earliest convenience.
Thank you for your attention to this matter. We look forward to your swift response.
Sincerely,
[Your Name]
[Your Position]
[Your Company]

Phone: [Your Phone Number]

Email: [Your Email]



