
Formal Business Project Cancellation Letter

Subject: Project Cancellation - [Project Name]

    Dear [Recipient Name],

    I am writing to formally notify you of the cancellation of [Project Name], scheduled to commence

on [Start Date]. After careful consideration and thorough analysis of current market conditions and

internal resource allocation, we have made the difficult decision to discontinue this initiative.

    This decision was not made lightly and follows extensive deliberation by our executive team. The

primary factors contributing to this cancellation include budget constraints, shifting strategic

priorities, and unforeseen market changes that have impacted our operational focus.

    We understand this may cause inconvenience and sincerely apologize for any disruption this may

cause to your planning and operations. All contractual obligations will be honored according to the

terms outlined in our original agreement, and any applicable cancellation fees will be processed

within 30 business days.

    Please contact me directly at [contact information] to discuss any immediate concerns or to

arrange for the return of any project materials. We value our professional relationship and hope to

collaborate on future opportunities.

    Thank you for your understanding and professionalism in this matter.

    Sincerely,

    [Your Name]

    [Title]

    [Company Name]

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


