
Cancellation Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We regret to inform you that we must cancel the upcoming charity concert scheduled for [Insert 

Date]. This decision was not made lightly, and we sincerely apologize for any inconvenience this 

may cause. 

Due to [brief reason for cancellation, e.g., unforeseen circumstances, health concerns], we are 

unable to proceed with the event as planned. 

We appreciate your support and understanding during this challenging time. We hope to 

reschedule the concert in the future and will keep you updated on any new developments. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization's Name] 

[Contact Information] 


