
Shipping Order Cancellation Notice 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name/Company Name] 

Order Number: [Insert Order Number] 

Dear [Recipient Name], 

We regret to inform you that your shipping order placed on [Insert Order Date] has been 

cancelled due to [reason for cancellation]. We understand that this may cause inconvenience, and 

we sincerely apologize for any disruption this may have caused. 

However, we would like to offer you some alternative suggestions: 

• Option 1: [Brief description of an alternative product or service] 

• Option 2: [Brief description of another alternative product or service] 

• Option 3: [Brief description of yet another alternative product or service] 

Please let us know if any of these alternatives interest you. We are here to assist you in any way 

we can. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


