
Order Cancellation Notice 

Date: [Insert Date] 

To: [Customer Name] 

[Customer Address] 

[City, State, Zip Code] 

 

Dear [Customer Name], 

We hope this message finds you well. We are writing to inform you that, after conducting 

thorough online research regarding your recent order #[Order Number] placed on [Order Date], 

we have determined that we need to cancel this order. 

The cancellation is due to [reason for cancellation, e.g., "the item being out of stock or 

discontinued"]. We sincerely apologize for any inconvenience this may cause and appreciate 

your understanding. 

As per our policy, a full refund will be processed and should be reflected in your account within 

[insert time frame]. 

If you have any questions or if there is anything else we can assist you with, please feel free to 

contact us at [Store Contact Information]. 

Thank you for your understanding. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Music Store Name] 

[Store Contact Information] 


