[Print on Company Letterhead or insert Address]
<<Company Name>>

<<Address>>

<<Address>>

<<Zip Code>>

<<Contact Name>>

<<Date>>

Dear <<Name of Contact>>,

Re:   Cancellation of Order
We regret that we must cancel our order for <<describer product/service>> which are subject to your quotation <<provide details>> and the Terms and Conditions agreed by us. This action is necessitated by the [consistent delays in delivery] [failure to meet the required/agreed specifications] [the poor performance of the goods/services].  

We regret any inconvenience caused to you by this cancellation but hope that when the problems identified have been resolved we may be able to consider other business at the appropriate time.

[All monies paid by us in advance of the completion of the order must be returned to us by <<   >>.]

Yours sincerely,

Sincerely,

<<Name>>

<<Title>>

<<email>>

<<Phone Number>>

For and on behalf of <<Company Name>>
Supplier Cancellation of Order

