
 

© Simply-docs - TR.D&C.06.04 Notice to Cancel Delayed Goods 

[Print on Company Letterhead or insert Address] 
 
<<Contact Name>> 
<<Trading/Company Name>> 
<<Address>> 
<<Address>> 
<<Post Code>> 
 
<<Date>> 

 
Dear <<Name of Contact>>, 
 

Re. Order <<No./ Dated   >> 
 
We hereby give notice of the cancellation of the above referenced order. 
 
Under the terms of the order, the goods were to be delivered by <<   >>. Your failure to deliver 
the goods within the required time [and to remedy this delay] is in breach of the terms and 
conditions of that order. [We, accordingly, have had to seek other sources of supply.]  
 
Please be advised that we reserve all our legal rights. 
 
If the above goods are in transit, they shall be refused or returned at your expense and we shall 
await delivery instructions. 
 
 
Yours sincerely 
 
 
 
<<Name>> 
<<Title>> 
For and on behalf of <<Company Name>> 
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