
Inventory Assessment Communication 

Date: [Insert Date] 

To: [Supplier's Name] 

From: [Your Company's Name] 

Subject: Inventory Assessment Notification 

Dear [Supplier's Name], 

We hope this message finds you well. As part of our ongoing efforts to maintain optimal 

inventory levels and streamline our supply chain processes, we will be conducting an inventory 

assessment with all our suppliers. 

We kindly request your cooperation in this assessment scheduled for [Insert Date of 

Assessment]. Please prepare the following information: 

• Current inventory levels for all items. 

• Lead times for replenishment. 

• Any anticipated supply chain disruptions. 

Your timely cooperation will help us ensure a smooth process and maintain our mutual 

commitments. 

Thank you for your attention to this matter. Should you have any questions, please feel free to 

reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Contact Information] 


