
Short and simple cancellation

Subject: Meeting Cancelled

    Hi [Recipientâ€™s Name],

    Just letting you know that our meeting on [Date] has been cancelled. Iâ€™ll reach out soon to

reschedule.

    Thanks for your flexibility.

    Best,

    [Your Name]

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


