Event Or Party Cancellation Letter

Dear [Recipienta€™s Name],

| am writing to inform you that we have unfortunately decided to cancel the [Event/Party] that we had
planned for [Date] at [Location]. Due to unforeseen circumstances, we have been forced to make
this difficult decision.

We apologize for any inconvenience this may cause and want to assure you that we have taken this
decision after careful consideration of all the factors involved. We understand that you have been
looking forward to the event as much as we have, and we are deeply sorry for any disappointment
or inconvenience this cancellation may cause.

Please note that we will be refunding all the money that you have paid for the tickets or any other
expenses related to the event. We will initiate the refund process immediately and it should reflect in
your account within [Number of days] working days.

We appreciate your understanding and support during this difficult time, and hope to have the
opportunity to host you at our future events. Please feel free to contact us if you have any questions
or concerns.

Thank you for your understanding.

Sincerely,

[Your Name]



