


Important information:
Please note that this letter should be personalised depending on your situation, namely the fields highlighted in yellow. Don’t forget to delete our comments in grey and this note.
Mr/Ms 
Your name
Your address  



Registered letter 
Company name
Address of the company 




Place, date 









Re: Order no. XXX – delivery not received 
Dear Sir/Madam
I’m writing in regard to my letter dated DD Month YYYY, in which I set a final deadline for delivery.
Unfortunately, the delivery did not arrive even after expiry of the deadline.
I am writing to notify you that (select one of the three following options): 
· I hereby decline delivery of the item and demand damages in the amount of CHF X (list provable and actually suffered damage).
· I still expect your delivery and demand damages in the amount of CHF X (list provable and actually suffered damage).
· I am withdrawing from the contract and demand the refund of payment. I hereby request a refund of my payment of CHF X. Please transfer the sum to my account IBAN CHXXX by DD Month YYYY (30 days from the date of the letter).
Thank you. Yours faithfully
Name and signature 




