Date:
Dear Ms. Maria,
I am writing this letter about our order [X] to your company ABC Limited made on 1st November 20XX. The copies of the contract and order are attached with this letter.
We have ordered 1000 units of [Y] raw material with an expected delivery of complete order on 30th November 20XX. However, now, we want to request you to split our order up into four equal parts. We have suddenly experienced a shortage of labor which has slowed down our production. If you will deliver all the raw material units on 30th November, much of it would get wasted, due to short expiry dates. 
We want to request you to kindly deliver only 250 units on 30th November and then send the rest of the parts in equal intervals of ten days, i.e., 2nd part on 10th December 20XX, 3rd part on 20th December 20XX, and 4th part on 30th December 20XX.
This would help us in managing our resources well. As for your payment as promised before we will release the complete payment on 20th December 20XX.
We hope you understand our problems. We apologize for any inconvenience caused to your company.
Thank you for your understanding and cooperation.
Regards,
Sarah Mathew.
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