
Subject: Request for Expedited Cancellation 

Refund 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for an expedited refund for 

the cancellation of my recent order/reservation (Order/Reservation Number: [Insert Number]). 

The cancellation was made on [Insert Cancellation Date], and I believe that my circumstances 

warrant special consideration for a quicker resolution. 

Due to [briefly explain your reasons, e.g., unforeseen circumstances, medical emergencies, etc.], 

the need for this refund has become particularly urgent. I appreciate the policies in place, but I 

kindly ask for your understanding and assistance in expediting this process. 

As a loyal customer, I value the service your company provides and appreciate your 

consideration of my request. I am willing to provide any further information or documentation 

needed to facilitate this process. 

Thank you very much for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


