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notice of back ordered item
TO,
_________________
_________________
_________________
_________________

From,
 
_________________
_________________
_________________
_________________
 
Dear _________________:
 
Thank you for your recent order. Most of the items you ordered are in stock, but unfortunately, we have had to backorder _________________.
 
We have informed our suppliers that we need an additional shipment of these items urgently. At the same time, we are seeking alternative suppliers who might be able to help us fill your order in the event our primary supplier remains out of stock.
 
As soon as the items you requested are in stock, we will complete your order. In the meantime, we are shipping the rest of your order under separate cover.
 
Thank you for your patience. We regret any inconvenience this delay may have caused you.
 
Sincerely,



