
Inventory Shipment Error Acknowledgment 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to acknowledge the error identified in our 

recent inventory shipment (Shipment ID: [Insert Shipment ID]), which occurred on [Insert Date 

of Shipment]. 

Upon reviewing our records, we have confirmed that [describe the error, e.g., incorrect items, 

quantities, etc.]. We sincerely apologize for any inconvenience this may have caused your 

operations. 

To rectify this situation, we are taking the following steps: 

• [Action 1: Describe the action] 

• [Action 2: Describe the action] 

• [Action 3: Describe the action] 

We value your partnership and are committed to ensuring that this issue is resolved promptly. 

Please do not hesitate to reach out to us directly at [Insert Contact Information] if you have any 

further questions or concerns. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


