[Print o insert Address]
<<Contact Name>>
<<Trading/Company Name>>
<<Address>>

<<Address>>

<<Post Code>>

<<Date>>
Dear <<Name of Contact>>,

R b>

f the above order. The order
s follows:

We have not yet received [all] the g
stipulated delivery by <<Date>>. Th

Quantity Value
<< >> << >>

Goods Desc

<< >>

[A copy of the original order is enclo

[These goods have been paid by ou ed << >>in the amount of £<<

>> inclusive of VAT .]

ry of these goods. To date you
ditons of the order.

In our letter of <<Date>> we deman
have failed to remedy the breach of

this order [and demand immediate
ithin << >> days of the date of
ised that we reserve all our legal

Accordingly, we hereby give you no
reimbursement of the sum paid. Unl
this letter, we will take immediate leg
rights

Thank you for your immediate atten

Yours sincerely

<<Name>>
<<Title>>

For and on behalf of <<Company N{
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