
Inventory Tracking Procedure Notice 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Inventory Tracking Procedure Update 

Dear [Recipient Name], 

We would like to inform you of the updated procedures regarding inventory tracking within our 

organization. Effective [Insert Effective Date], the following changes will be implemented: 

• All inventory items must be logged into the system within [Insert Time Frame]. 

• Monthly inventory audits will now be conducted on the [Insert Day of the Month]. 

• Employees are required to report any discrepancies to their manager immediately. 

• [Any additional points]. 

These changes are intended to enhance our inventory management and ensure accuracy in our 

records. Your cooperation and adherence to these updated procedures is greatly appreciated. 

Should you have any questions or require further clarification, please feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


