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[Your Name]
[Street Address]
[City, ST  ZIP Code]

[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST  ZIP Code]
Dear [Recipient Name]:
I am writing this letter to request the cancellation of the order purchased by me on 10th of this month. My order number is 0123 555 1234567. As agreed by you the goods were to be delivered to my address by 13th of this month. Today is 10 days past that date but I haven't received any notice of the delay from you.
I have also attached the copy of the agreement. I request you to write the confirmation of the cancellation.
Sincerely,
[Your Name]
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