
SHORTAGE NOTICE 
 
Date: 
 
 

From Department, To Department, 

  

Send by: 

 

Received by: 

 
Description of Shortage 
------------------------------------------------------------------------------------------------------------------------------ 
------------------------------------------------------------------------------------------------------------------------------ 
------------------------------------------------------------------------------------------------------------------------------ 
------------------------------------------------------------------------------------------------------------------------------ 
------------------------------------------------------------------------------------------------------------------------------ 
 

Job Order # 
J.O. 
Date 

J.O. 
Qty 

Received 
Qty 

description Short Qty 
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