
Stock Replenishment Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you that a shipment for stock 

replenishment is scheduled for delivery to your location. 

Details of the shipment are as follows: 

• Order Number: [Insert Order Number] 

• Expected Delivery Date: [Insert Delivery Date] 

• Items Being Shipped: [List of Items] 

• Tracking Number: [Insert Tracking Number] 

Please ensure that the receiving department is prepared to accept the shipment upon arrival. If 

you have any questions or require further details, do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


