Heartfelt Decline Letter

Subject: My Apologies for Unable to Attend [Event Name]

Dear [Recipient Name],

| am truly sorry to inform you that | must withdraw from attending [Event Name] on [Date].
Circumstances beyond my control prevent me from joining as previously promised.

Please accept my sincere regrets. | hope this does not cause significant inconvenience, and | look
forward to connecting at another opportunity.

Warm regards,

[Your Name]
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