
Final Inventory Check Advisory 

Date: [Insert Date] 

To: [Team/Department Name] 

From: [Your Name/Your Position] 

Subject: Final Inventory Check Advisory 

Dear [Team/Department Name], 

This notice serves as a reminder to conduct the final inventory check scheduled for [insert date] 

at [insert time]. It is crucial that all team members participate to ensure our records are accurate 

and up-to-date. 

Please ensure that all inventory items are counted and any discrepancies are reported 

immediately to [insert contact person or department]. The results of this inventory check will 

inform our upcoming financial reports and stock management decisions. 

Thank you for your cooperation and attention to this important task. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


