
Project Cancellation Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

We regret to inform you that we must cancel the [Project Name] project, initially scheduled to 

commence on [Start Date]. This decision has been made due to unforeseen constraints in 

resource availability that prevent us from proceeding as planned. 

We understand the importance of this project and appreciate the efforts that have already been 

invested. However, it is critical for us to ensure that we can deliver the highest quality outcomes, 

and currently, we do not have the necessary resources to achieve these standards. 

We apologize for any inconvenience this may cause and hope to explore future opportunities for 

collaboration once we have addressed our resource constraints. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


