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Wrong Items Shipped: Please Re-Ship
[Name, Company Name & Address here]

[Date]

Dear [name],

This is in reference to our order [order no.]. We ordered [product name, quantity] on [date].

We have received the shipment, and there are mistakes in the order. We ordered [product name with quantity], but, instead we have received [different product name] 

We did not order this product and, we don’t need this. So, we are returning this consignment, and want you to re-ship our order as soon as possible.

Please send our order fast as it has been already delayed. 

We will be thankful to you if you could send the order by [date].

You can contact me on – [no. here] for further information.

Sincerely,

[Your name & Designation]

[Company name]

Encl: [Enclosures List here] 
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