Professional Corporate Training Cancellation
Subject: Sincere Apologies for Training Program Cancellation

Dear [Participant Name/Training Participants],

I am writing to formally apologize for the unexpected cancellation of the [Training Program Name]
scheduled for [Date]. We understand the inconvenience this has caused and deeply regret any
disruption to your professional development plans.

Due to [specific reason - instructor iliness, facility issues, insufficient enrollment], we have made
the difficult decision to cancel this training session. We recognize that you have allocated valuable
time in your schedule and may have made travel arrangements for this program.

To make amends for this inconvenience, we are offering the following options:

- Full refund of registration fees within 5-7 business days

- Priority enroliment in the next scheduled session on [Alternative Date]

- Complimentary access to our online training materials as interim support

We value your commitment to professional growth and sincerely apologize for this disruption. Our
team will contact you within 24 hours to discuss your preferred option and ensure a smooth
resolution.

Thank you for your understanding and continued trust in our training programs.

Best regards,

[Your Name]

[Title]

[Organization]

[Contact Information]

Get more templates here:

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




