
Inventory Obsolescence Management 

Guidelines 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Inventory Obsolescence Management Guidelines 

Dear [Recipient's Name], 

As part of our ongoing efforts to effectively manage inventory and reduce the impact of product 

obsolescence, we have established the following guidelines: 

1. Regular Inventory Review 

Conduct periodic reviews of inventory to identify slow-moving and obsolete items. 

2. Analysis of Inventory Turnover 

Monitor inventory turnover rates to determine which products are not selling as expected. 

3. Establish Obsolescence Thresholds 

Define specific criteria for classifying items as obsolete based on age, turnover rate, and demand 

forecasts. 

4. Communication with Suppliers 

Maintain open lines of communication with suppliers to manage excess inventory and potential 

returns. 

5. Disposal and Write-off Procedures 

Implement procedures for the timely disposal and write-off of obsolete inventory, ensuring 

compliance with company policies and regulations. 

6. Training and Awareness 



Provide training for relevant staff to enhance awareness of inventory management practices and 

the importance of obsolescence management. 

We appreciate your cooperation in adhering to these guidelines to improve our inventory 

management processes. Please do not hesitate to reach out if you have any questions or need 

further clarification. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


