
Inventory Deficit Announcement 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Notification of Inventory Deficit 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally inform you of a recent discovery 

regarding our inventory levels. 

As part of our regular inventory assessment conducted on [insert date], we have identified a 

deficit in the following items: 

• [Item Name 1] - [Quantity Deficit] 

• [Item Name 2] - [Quantity Deficit] 

• [Item Name 3] - [Quantity Deficit] 

This discrepancy raises concerns regarding our inventory management processes, and we are 

currently investigating the root cause of this issue. 

We appreciate your attention to this matter and any assistance you may provide in resolving it. 

Please feel free to reach out if you have any information or if you require further details. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


