
Event Ticket Exchange Inquiry 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of exchanging 

my tickets for [Event Name] scheduled on [Event Date]. 

Unfortunately, due to [reason for exchange], I am unable to attend the event on the originally 

planned date. 

I would like to know if there are any available options for exchanging my current tickets for 

another date or for an alternative event. Your assistance in this matter would be greatly 

appreciated. 

Thank you for your attention, and I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


