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[Your Name]
[Date]
[Recipient Name]
Subject:  Request for Urgent Delivery
Dear [Recipient Name]:
We requested you to deliver the material by 26th of this month. Unexpectedly, the project that we are working with is proceeding very quickly. We want to avoid the additional cost that we may face if we will run out of the resources and the material.
Moreover, I will have to be answerable to the client if I will not be able to submit the project on time. Therefore, I would like to request you to deliver that requested material as early as possible.
[bookmark: _GoBack]We assure you that you will be paid the additional fee for urgent delivery. Kindly write me back to contact me on my personal number to let me know if you can do this for me and save me from the worst consequences. Thank you so much for your consideration.
Sincerely,
[NAME HERE]
[Title]
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