
Heartfelt Event Cancellation Request Letter

Subject: Request to Cancel Event Reservation

Dear [Event Organizer],

With much regret, I am requesting the cancellation of my event reservation scheduled for [date]. Due

to unforeseen personal circumstances, I am unable to proceed as planned. This was not an easy

decision, as I was truly looking forward to the occasion.

I understand your policies regarding cancellations and am prepared to comply with any necessary

procedures, including payment of applicable cancellation fees. Please let me know the steps I need

to take to finalize this cancellation.

Thank you for your understanding.

Warm regards,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/cancellation-request-letter


