Construction Supply Allocation Update

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name or Company Name]

Subject: Update on Construction Supply Allocation

Dear [Recipient Name],

We hope this message finds you well. This letter serves to provide you with an update regarding
the allocation of supplies for the ongoing construction project at [Project Location].

As of [Insert Date], we have completed the following allocations:
e [Supply Item 1]: [Quantity Allocated]
e [Supply Item 2]: [Quantity Allocated]
e [Supply Item 3]: [Quantity Allocated]

We expect the next shipment to arrive on [Next Shipment Date], which will include:

e [Supply Item 4]: [Expected Quantity]
e [Supply Item 5]: [Expected Quantity]

Please let us know if you have any questions or need further assistance regarding this allocation
update.

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



