
Stock Level Adjustment Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Stock Level Adjustment Notification 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to notify you of a recent adjustment made to our 

stock levels as part of our ongoing inventory management process. 

Details of the Adjustment: 

• Product Name: [Insert Product Name] 

• Previous Stock Level: [Previous Stock Quantity] 

• Adjusted Stock Level: [Adjusted Stock Quantity] 

• Reason for Adjustment: [Brief explanation of the reason] 

This adjustment ensures that our inventory records are accurate and up-to-date. Please update 

your records accordingly. 

Thank you for your attention to this matter. Should you have any questions or require further 

information, please feel free to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


