
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Conference Organizer's Name] 

[Conference Name] 

[Organizer's Address] 

[City, State, Zip Code] 

Dear [Conference Organizer's Name], 

I hope this message finds you well. I am writing to formally withdraw from my scheduled 

speaking engagement at the [Conference Name] on [Event Date]. 

Unfortunately, due to [brief explanation of reason, e.g., unforeseen circumstances, personal 

reasons], I am unable to participate as initially planned. I deeply regret any inconvenience this 

may cause and hope to contribute to future events. 

Thank you for your understanding. I wish you and the team a successful conference. 

Sincerely, 

[Your Name] 


