
Critical Inventory Shortfall Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Critical Inventory Shortfall Notice 

Dear [Recipient's Name], 

We are writing to inform you of a critical shortfall in our inventory levels for [specific product or 

category]. As of [date], we have observed that our current stock is below the necessary threshold, 

which may impact our ability to meet customer demand. 

The current inventory level is [current inventory level], while the required level is [required 

inventory level]. This discrepancy poses a risk to our operations and could lead to potential 

delays in fulfilling orders. 

We kindly ask you to take immediate steps to address this shortfall. Possible solutions may 

include: 

• Expediting existing orders. 

• Reassessing demand forecasts. 

• Exploring alternative suppliers. 

Your prompt attention to this matter is crucial. Please provide us with an update on how you plan 

to address this issue by [deadline for response]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


