
Amended Booking Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you of an amendment to your event registration for [Event Name] 

originally scheduled for [Original Date]. Due to [reason for amendment], we have had to update 

the details of your booking. 

Updated Booking Details: 

• Event Date: [New Date] 

• Time: [New Time] 

• Venue: [New Venue] 

• Registration Code: [Your Registration Code] 

We apologize for any inconvenience this may cause and appreciate your understanding. If you 

have any questions or require further assistance, please do not hesitate to contact us at [Contact 

Information]. 

Thank you for your continued support, and we look forward to seeing you at the event! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


