Date: November 28, 2013
 To: Mr. Joey De Leon –Project Manager, Tayudin Construction Ltd.
 Subject: Material Requirements 
Greetings! 
This is Mary Joyce Madrigal Safety Officer Team 2 Division of Tayudin Construction Ltd. I was assigned here for the construction of the Ayala Land Building. The progress was doing great. Although do to the lack of materials we aren’t able to refurnish the other lot. I would like to request though if you can send the rest of the materials by next week. So my team can now start with the other lot. I would be sending the list of the materials that we will need so you can keep an inventory on the materials. I would wait for your reply. Just check you other letter which will be attached along with this. The materials that will be needed would be listed there. I would be looking forward in hearing your reply. 
Sincerely,
 Mary Joyce Madrigal 
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