
Stock Replenishment Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Stock Replenishment 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the replenishment of stock 

for the following items: 

Item Description Item Code Current Stock Level Required Quantity 

[Item 1 Description] [Item 1 Code] [Current Stock Level] [Required Quantity] 

[Item 2 Description] [Item 2 Code] [Current Stock Level] [Required Quantity] 

Please let me know if you need any further information to process this request. Timely 

replenishment of these items is critical to maintaining our operations. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


