
Supplier Capacity Planning for Seasonal 

Fluctuations 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Subject: Capacity Planning for Upcoming Seasonal Demand 

Dear [Supplier Contact Name], 

As we approach the upcoming season, we would like to discuss and plan for potential 

fluctuations in demand for our products. Given the historical trends, we anticipate a significant 

increase in orders during [specify season, e.g., "the holiday season"] and want to ensure that our 

supply chain remains robust to meet customer needs. 

We kindly request the following information to help us collaboratively prepare for this seasonal 

surge: 

• Current production capacity and any foreseen constraints. 

• Lead times for raw materials and finished products. 

• Any planned maintenance downtimes or schedule changes. 

• Availability of additional resources or labor during peak times. 

• Suggestions to enhance our supply chain efficiency during this period. 

We believe that with proper planning and communication, we can effectively manage the 

upcoming demands and maintain a seamless flow of products to our customers. 

Please let us know a suitable time for a discussion and if you require any additional information 

from our side. 

Thank you for your attention and partnership. We look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


