Casual informal cancellation
Subject: Change in Order Plans

Hi [Supplier Name],

Just letting you know that we need to cancel Purchase Order [PO Number] due to changes on our
end. Sorry for any trouble this may cause.

We'll be in touch for future orders.

Cheers,

[Your Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/purchase-order-cancellation-letter




