6. Cancelling or changing and order
                                                                                Magasins Chauffard
                                                                               36 rue Gustave Nadaud

                                                                               86000 Poitiers – FRANCE

                                                                 Tel: 05 48 25 14 22         Fax: 05 48 25 14 23

Our reference BX/2508

10 October 2016

Mr. Wilfried RICHARDSON

Sales Manager

Traditional Furniture Ltd

10 Oxford Avenue

Swindon SN6 7PO

ANGLETERRE

Dear Mr. Richardson

We wish to cancel our order n° 815-D3, sent on October 5th for 10 chesterfield sofas catalogue n°328.

The hotel chain that had ordered them from us has been taken over by another group and certain business deals in hand, ours being one of them, have been stopped.

We deeply regret having to cancel our order, but in the circumstances we have no choice.

We trust that thanks to our long-standing connection, you will agree to our request and in fact we have every reason to hope that as soon as things are straightened out, our client will renew his order for these high-quality items, or others manufactured by you.

Yours sincerely

Jean Braque

Purchasing Manager

Other expressions

1) Announce the news (cancelling or changing an order) , reminding what items are concerned, their catalogue number and order date
We wish to modify our order n° 532 for non-drip paint (=peinture qui ne coule pas), catalogue n°. 688-NDP

We would like to postpone (=remettre à plus tard) our order.

2) Explain why a change has occurred
Demand for these products has suddenly dropped here; the weather may ave something to do with it.

As you have failed to deliver within the specified tm, we have no choice but to cancel this order.

Would you be so kind as to replace the colour off-white (blanc casssé) by pink, the latter (cette dernière) having suddenly become all the rage. (=faire fureur)

3) Express regret

We have sorry to have to cancel/modify/postpone the order/ part of the order.

It is with regret that we have to ask you to cancel our order.

Very much to our regret, we must therefore cancel our order.

4) Hope sincerely that the client will agree - provided he is not at fault -  and that you have good faith in dealing with him successfully.
We trust this modification will not cause you any inconvenience. (=gene, désagrément)

We are sure that we shall/will be able to give you a substantial order to make up for (=compenser) this cancellation, within the next few weeks. (= dans les semaines à venir)

We look forward to receiving a letter of explanation from you. If not (sans quoi) we shall be unable to place a repeat order (commande renouvelée) with you.

EXTRA VOCABULARY

an attractive price= un prix intéressant

to be out of= manquer de

to bill= facturer

a business deal= une affaire

to call off the deal= annuler l’affaire

to delay delivery= retarder la livraison

a discount= une remise

to forward= expediter

faulty= défectueux

a hidden defect= un vice cache

to hold up the consignment= suspendre l’envoi
to notify= signaller, informer

out of stock= épuisé

a price increase/ hike= une augmentation

to process, deal with= traiter (la commande)

to reach= arrive

to refund= rembourser

to send the wrong order=se tromper de commande

to straighten out= résoudre

to renew= renouveler
