
Inventory Replenishment Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Position: [Your Position] 

Department: [Your Department] 

Subject: Inventory Replenishment Request 

Dear [Recipient's Name], 

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

inventory items that have reached their minimum stock levels. 

Items to be Replenished: 

• Item Name 1 - Quantity Needed: [Quantity] 

• Item Name 2 - Quantity Needed: [Quantity] 

• Item Name 3 - Quantity Needed: [Quantity] 

These items are critical to our operations, and timely replenishment will ensure we maintain our 

workflow without interruptions. 

Please let me know if you require any further information to process this request. I appreciate 

your prompt attention to this matter. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


