
Letter of Explanation for Stock Depletion 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally explain the recent depletion of stock 

for [specific product or category] at [Your Company Name]. 

Over the past [timeframe], we have experienced a significant increase in demand due to [reason 

for increased demand, e.g., seasonal sales, promotional offers, market trends]. This unexpected 

surge has resulted in our current stock levels being insufficient to meet ongoing customer needs. 

Additionally, we have faced challenges with [mention any supply chain issues, production 

delays, etc.], which have further exacerbated the situation. We are actively addressing these 

challenges by [outline steps being taken to rectify the issue, e.g., increasing orders, sourcing 

alternative suppliers, adjusting production schedules]. 

We understand the importance of maintaining adequate stock levels and are committed to 

resolving this issue promptly. We appreciate your patience and understanding during this time. 

Please do not hesitate to reach out if you have any questions or require further information. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company Name] 


