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Dear name
Our Order No. number dated date for number product
The above-mentioned consignment duly arrived yesterday but to our dismay we found that it is of no use to us as description of fault.
We need the product urgently, at the very latest by date. Otherwise our production will come to a standstill.
Bearing this deadline in mind, do you wish us to return the faulty product to you at your expense to be reworked and sent back by date?
Should the time be too short for you to accomplish this, we would suggest that you send us new product which meet our specification and that we return the useless ones at your expense or have them scrapped over here, whichever you prefer.
Please confirm the new delivery deadline immediately, either by fax or by e-mail, and let us know how you intend to solve this problem. Should you be unable to give us the confirmation of delivery requested we regret that we will have no option but to cancel the order.
We hope that this will not be necessary and look forward to your prompt reply.
Yours sincerely
company
name
department
Encs.
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