Personal Event Cancellation Message
Subject: Important Update Regarding [Event Name]

Dear [Name/Everyone],

It is with a heavy heart that | must inform you of the cancellation of [Event Name] scheduled for
[Date]. Due to unexpected personal circumstances that require my immediate attention, | am unable
to proceed with our planned gathering.

I know how much we were all looking forward to this occasion, and | am deeply disappointed to
have to make this announcement. The decision weighs heavily on me, as | was genuinely excited to
celebrate/meet with all of you.

| want to express my heartfelt apologies for any inconvenience this may cause, especially to
those who have already made travel arrangements or adjusted their schedules. If you have incurred
any non-refundable expenses, please reach out to me directly so we can discuss how to address
this situation.

I hope you will understand that this cancellation is due to circumstances beyond my control. | am
already looking into possibilities for rescheduling this event in the near future when conditions allow.

Thank you for your patience, understanding, and continued friendship during this challenging
time.

With warm regards and sincere apologies,

[Your Name]

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




