
Cancellation of Transportation Service 

Date: [Insert Date] 

To: [Transportation Service Provider Name] 

Address: [Transportation Service Provider Address] 

Dear [Transportation Service Provider], 

I hope this message finds you well. I am writing to formally request the cancellation of my 

transportation service reservation due to a change in my travel plans. 

Details of the original reservation are as follows: 

• Reservation Number: [Insert Reservation Number] 

• Pickup Date and Time: [Insert Pickup Date and Time] 

• Pickup Location: [Insert Pickup Location] 

• Destination: [Insert Destination] 

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

matter. Please confirm the cancellation and let me know if there are any charges associated with 

this change. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


