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Will Remit When Shipment Is Complete
[Name, Company Name & Address here]

[Date]

Dear [name],

I have just received the invoice [invoice no.] dated [date], sent by you.

I want to tell you that I have not received the [product name]. Apart from other goods, I also ordered for a [product name], but it is not in the shipment.

Please send this item as soon as possible as I need it urgently, and the order is incomplete without this single item. I will make the payment when this order is complete.
Await the missing item. 

Sincerely,

[Your name & Designation]

[Company name]

Encl: [Enclosures List here] 
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