
Cancellation of Corporate Retreat 

Date: [Insert Date] 

Dear [Recipient's Name], 

We regret to inform you that after careful consideration, we have decided to cancel the upcoming 

corporate retreat scheduled for [Insert Date] at [Insert Location]. This decision was not made 

lightly, and we understand the impact it may have. 

Due to [insert reasons for cancellation, e.g., unforeseen circumstances, health concerns, etc.], we 

believe it is in the best interest of our team and stakeholders to cancel the event. 

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

We will be in touch regarding future events and opportunities once circumstances allow. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


