
Event Cancellation Notice 

Date: [Insert Date] 

Dear [Recipient's Name], 

We regret to inform you that due to the ongoing pandemic situation, we have made the difficult 

decision to cancel/postpone our upcoming event, [Event Name], which was scheduled for [Event 

Date]. 

The health and safety of our attendees, staff, and community are our top priorities, and we 

believe that this decision is in the best interest of everyone involved. 

If you have already registered for the event, we will make arrangements for a refund or to carry 

over your registration to a future date. We will provide further updates as more information 

becomes available. 

We appreciate your understanding during these challenging times and look forward to seeing you 

at future events. 

For any questions or concerns, please feel free to reach out to us at [Contact Information]. 

Thank you for your support. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


