
Request for Information on Material Delays 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Name] 

Company: [Your Company Name] 

Subject: Request for Information Regarding Material Delays 

Dear [Supplier Contact Name], 

I hope this message finds you well. We are writing to inquire about the current status of our 

recent orders, specifically regarding the delays in the delivery of materials. 

As you are aware, the timely arrival of these materials is critical to our production timeline and 

overall project commitments. We would appreciate it if you could provide us with the following 

information: 

• Current status of our pending orders 

• Reasons for the delays 

• Expected delivery dates 

• Any potential solutions or alternatives 

We greatly value our partnership and appreciate your urgent attention to this matter. Please 

respond at your earliest convenience so we can plan accordingly. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


