Notice to Cancel Shipment of Back-Ordered Goods

NOTICE TO CANCEL SHIPMENT OF BACK-ORDERED GOODS

From
Date: _

To: _ [Supplier]

Dear sir,
     Reference is made to our purchase order or contract dated

_, 19_, a copy of which is attached. We have received a partial shipment and notice that certain goods are out of stock or on back order.

     Please cancel our order for the back-ordered goods and

adjust our invoice for goods received.

Thanking you
Very truly,

Name & sign
