


To
[The Company Name]
[Address]
I am writing to inform you about the shipping error on your part regarding our furniture order from your company. Our invoice number is 99027 and we placed this order on 15th December 20XX. We have received our order however some of the items are missing. Our order included six chairs, one main table, and two side tables. 
We were happy to receive our order on time however much to our dismay, some of the items were missing. Two chairs came in a different color than the rest of the chairs and one of the side tables was broken. We would like to officially place a complaint regarding this error in our order and request you to kindly compensate us for this. 
We needed these furniture items for the new year’s party we are planning to hold at our place. If possible, please send us the correct items as soon as possible so our new year plans are not affected.
We can give you an option to refund our entire amount and take all the furniture back, so we order it from another company. If a refund is not possible, then please send us the correct items exactly as we ordered, within 2 days. 
Considering your previous good service and many orders that we have placed with your company earlier, we decided to not raise the matter on a public forum and contact you directly instead of through a letter. We look forward to your prompt response.
Regards,
Andrew Collins.
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