
Refund Request for Event Ticket 

Cancellation 

Dear [Event Organizer's Name], 

I hope this message finds you well. I am writing to formally request a refund for my ticket 

purchased for [Event Name] scheduled on [Event Date]. Unfortunately, due to [reason for 

cancellation], I am unable to attend. 

My ticket details are as follows: 

• Order Number: [Order Number] 

• Ticket Type: [General Admission/VIP/etc.] 

• Purchase Date: [Purchase Date] 

As per your refund policy, I would appreciate it if you could process my request at your earliest 

convenience. Please let me know if you need any further information or documentation from my 

side. 

Thank you for your understanding and assistance. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


