
Inventory Shortage Notification 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

We are writing to inform you of a recent inventory shortage concerning [specific item or product 

name]. As of [insert date], our records indicate that the stock level has fallen below the expected 

threshold due to [brief explanation of the reason for the shortage, e.g., increased demand, supply 

chain disruptions]. 

The current inventory level for [specific item or product name] is [insert quantity], whereas the 

minimum required level should be [insert minimum quantity]. We are actively working to 

address this issue and have taken the following steps: 

• [Step 1: e.g., Contacting suppliers] 

• [Step 2: e.g., Reevaluating inventory processes] 

• [Step 3: e.g., Increasing order quantities] 

We appreciate your understanding and support during this time. Should you have any questions 

or require further information, please do not hesitate to reach out to us. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


