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To: 

The Manager, 
ZZZZZZ Business House, 
Door Number and The Name of The Street.
City with ZIP Code.
Phone : 0011 - XXXXXXXX
Fax : 0011 - XXXXXXXX

Dear Sir,

We regret to point out that although you acknowledged our order dated 4th January, the goods have not yet reached us. This has been causing considerable inconvenience and we have been put to a great loss.

The orders were placed with you on the explicit understanding and you promise that you would execute the orders within a fortnight. The fact, that you have taken undue time and have not yet delivered the supply, has put us to great loss in business, which we may seek compensation for from you.

However, we have no intention to exercise this right and are prepared to wait for the execution of order till the end of this month.

A prompt action is expected from you.

Thanking you.

Yours Faithfully,
