Professional Corporate Decline Email

Subject: Change in Attendance Status for [Event Name]

Dear [Recipient Name],

| am writing to inform you that, regrettably, | will no longer be able to attend [Event Name] on [Date],
despite having confirmed earlier. This decision is due to unforeseen professional commitments.

| sincerely apologize for any inconvenience and thank you for your understanding.

Best regards,

[Your Name]

[Position]

[Company Name]
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