
Notification for Outdated Inventory Removal 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Company Name] 

Subject: Notice of Outdated Inventory Removal 

Dear [Recipient's Name], 

We are reaching out to notify you regarding the removal of outdated inventory items from our 

records. After a thorough review of our stock, we have identified the following items that no 

longer meet our quality standards or regulatory compliance: 

• [Item Name 1] - [Item Description] 

• [Item Name 2] - [Item Description] 

• [Item Name 3] - [Item Description] 

We request that you remove these items from our inventory system and ensure that they are 

discarded or returned as necessary by [Insert Deadline]. Your prompt attention to this matter is 

greatly appreciated to maintain compliance with our inventory management policies. 

If you have any questions or require further information, please do not hesitate to contact us at 

[Insert Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


