NOTICE TO CANCEL BACK ORDERED GOODS (Template)



Company Logo 						Company Name: _____________________

Date: _________, 20___,

To:
_______________________ [mention Supplier’s Company]
_______________________ [mentions the Supplier’s Company Address]

Dear,
________________________ [mention Supplier’s Name]

Please find the reference of our purchase order which was made on ________ (month), _________ (date), ____17 (year). The copy of this purchase order is being attached with this notice to cancel back ordered goods.

On ________ (month) _______ (date) ____17 (year), we have successfully received a partial shipment from your side along with a notice stating that the certain products are on back order or out of stock now. Hence, their delivery would be made as quickly as you will arrange them. 
[bookmark: _GoBack]
We hereby advise you to kindly cancel our order for the back-order products as we are doing not want to receive it. Moreover, you are requested to adjust the invoice in accordance with the received products only. If you have already shipped the back-order goods to us then inform us as early as possible so that we shall issue further instructions regarding this. 

Your co-operation and quick response will be highly appreciated. Thanking you in anticipation.

Regards,
___________________ [mention your name]Place your company stamp here

___________________ [place your sign here]
___________________ [mention your designation]


[mention the complete company address with zip code, state, city and country]
[mention the company’s contact details] [mention company’s Email ID] [mention company’s fax no]
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