
Letter of Expedited Increase for Supplier 

Requirements 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Supplier Name] 

[Supplier Company] 

[Supplier Address] 

[City, State, Zip Code] 

 

Dear [Supplier Name], 

 

We hope this message finds you well. We are writing to formally request an expedited increase 

in our supply requirements due to [reason for the increase, e.g., increased demand, project 

requirements]. 

We appreciate the vital role your organization plays in our supply chain, and we are requesting 

an increase from [current quantity] to [new quantity] effective immediately. 

Your prompt attention to this matter will greatly assist us in meeting our operational needs. 

Please let us know if you require any further information to facilitate this request. 



 

Thank you for your continued support and partnership. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


