[Nonprofit Organization Name]

[Date]
Dear Team,

As part of our continuous efforts to enhance the efficiency of our operations, we are
implementing streamlined inventory processes that will help us better manage our resources and
serve our community more effectively.

New Inventory Procedures

« Regular Inventory Audits: We will conduct monthly audits to ensure accuracy.

o Standardized Recording: All items will be logged using the new inventory management
software.

o Clear Labeling: All inventory will be clearly labeled for easy identification.

« Training Sessions: We will hold training sessions for all staff to familiarize them with
new procedures.

Implementation Timeline

The new processes will take effect starting [Start Date]. Please ensure that you familiarize
yourself with the procedures and attend the training scheduled for [Training Dates].

Feedback and Support

Your input is invaluable to us. Please share any suggestions or concerns regarding these changes
by [Feedback Deadline]. We are here to support you through this transition.

Thank you for your dedication to our mission and your cooperation in improving our inventory
management.

Warm regards,
[Your Name]

[Your Position]
[Nonprofit Organization Name]



