
Inventory Management Assessment Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

Subject: Inventory Management Assessment 

We are conducting a thorough assessment of our inventory management practices to enhance 

efficiency and accuracy. This letter serves to outline our assessment objectives and request your 

cooperation in this process. 

The key areas we aim to evaluate include: 

• Current inventory levels and turnover rates 

• Inventory storage and handling procedures 

• Stock discrepancy rates and reconciliation practices 

• Supplier performance and lead times 

• Utilization of inventory management software 

We request your input and insights on these topics during the assessment period. Your expertise 

is vital for the successful evaluation and improvement of our inventory management system. 

Please feel free to reach out to me directly at [Your Phone Number] or [Your Email Address] 

should you have any questions or require further clarification. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Company Address] 


