
Cancellation of Workshop 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you that, unfortunately, we must 

cancel the planned workshop titled "[Workshop Title]" scheduled for [Date] due to [reason for 

cancellation]. 

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

matter. If you have already registered for the workshop, please contact us to arrange for a refund 

or to discuss future workshops. 

Thank you for your support, and we hope to see you at our future events. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


