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 [Name, Company Name & Address here]

[Date]

Dear [name],


I want to inform you that I am returning back the shipment of [product name] we received last week.

We cannot accept the order no. [no. here] because [state here the reason].


I want [state here the possible solution – change in the product].

Please advice us when to expect the new shipment with the changes described above.

Regards,

 [Your name & Designation]

[Company name]
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