Your name

Your address

Your telephone number

Company’s name

Company’s address

Date

Dear Sir/Madam

Re: order number

On (insert date) I placed the above order for (item) with you, for which I paid in advance.  The item has still not been delivered.

I am now making time of the essence.  If you do not send me the item within 7 days, I will consider our contract at an end and will expect you to refund the full purchase price of (insert amount) to me.

Yours faithfully

Your name

