
Inventory Replenishment Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Department: [Department Name] 

From: [Your Name] 

Subject: Inventory Replenishment Notification 

Dear [Recipient Name], 

This is to inform you that the inventory levels for the following items have reached the 

replenishment threshold: 

• Item Name: [Item 1 Name] - Current Level: [Current Level] - Reorder Level: [Reorder 

Level] 

• Item Name: [Item 2 Name] - Current Level: [Current Level] - Reorder Level: [Reorder 

Level] 

• Item Name: [Item 3 Name] - Current Level: [Current Level] - Reorder Level: [Reorder 

Level] 

We recommend initiating the reorder process to ensure that we maintain optimal inventory 

levels. Please prioritize this request and let us know once the orders have been placed. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


