
Preliminary apology letter indicating potential rescheduling

Subject: Postponement of [Conference Name]

Dear [Recipient Name],

Due to unforeseen circumstances, [Conference Name] originally scheduled for [Date] will not take

place. We sincerely apologize for any disruption this may cause to your plans.

We are evaluating alternative dates and will notify you as soon as a new schedule is confirmed.

Your patience and understanding are greatly appreciated.

Sincerely,

[Your Name]

[Organization Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/apology-letter-for-cancellation-of-event


