
Letter of Explanation Regarding Supply 

Chain Challenges 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you about the current challenges our 

company is facing within our supply chain. As you may be aware, the global supply chain has 

been impacted by a variety of factors, including but not limited to, [specific reasons such as 

transportation disruptions, increased demand, shortages of raw materials, etc.]. 

These factors have led to [specific issues such as delays in delivery, increased costs, limited 

availability of products, etc.]. We are actively working on mitigating these issues by [mention 

any solutions or strategies being implemented, such as diversifying suppliers, increasing 

inventory, or optimizing logistics]. 

We value our relationship with [Recipient's Company Name] and are committed to maintaining 

transparency throughout this process. I appreciate your understanding and support as we navigate 

through these challenges. 

Thank you for your attention to this matter. Should you have any questions or require further 

information, please feel free to reach out to me directly. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Email] 



[Your Phone Number] 


