
Urgent Purchase Order Request 

Date: [Insert Date] 

To: [Supplier's Name] 

Company: [Supplier's Company Name] 

Address: [Supplier's Address] 

Contact: [Supplier's Contact Information] 

Dear [Supplier's Name], 

I hope this message finds you well. I am writing to request an urgent purchase order for the 

following items: 

• Item 1: [Description] - Quantity: [Quantity] 

• Item 2: [Description] - Quantity: [Quantity] 

• Item 3: [Description] - Quantity: [Quantity] 

Due to [brief explanation of urgency], we would appreciate it if you could expedite this order. 

Please confirm the availability and estimated delivery date at your earliest convenience. 

Thank you for your prompt attention to this matter. We look forward to your swift response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


