
Inventory Control and Supplier 

Coordination 

Date: [Insert Date] 

To, 

[Supplier's Name] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Name], 

Subject: Inventory Control & Coordination 

I hope this message finds you well. As part of our ongoing inventory management process, we 

have conducted a review of our current stock levels and supplier performance. We value your 

partnership and would like to ensure smooth operations moving forward. 

Based on our recent analysis, we have identified the following key areas for improvement: 

• Reevaluation of order quantities to better match our consumption rates. 

• Timely delivery schedule adjustments to alleviate stockouts. 

• Enhancements in communication regarding inventory status and forecast updates. 

We kindly request a meeting to discuss these topics further and to explore potential solutions that 

would benefit both parties. Please let us know your availability for a call or an in-person 

meeting. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


