
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

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

booking for [specific details of booking, e.g., date, reference number, service] on [cancellation 

date]. 

Unfortunately, due to [brief explanation of reason for cancellation, e.g., unforeseen 

circumstances, personal matters], I was unable to proceed with my reservation. I understand that 

my cancellation may have caused inconvenience and I sincerely regret any disruption this may 

have caused to your schedule. 

As a gesture of goodwill, I would appreciate the opportunity to discuss any potential alternatives 

or rescheduling options. I value your services and hope to have the chance to engage with you in 

the future. 

Thank you for your understanding. I appreciate your patience and support, and I look forward to 

your response. 

Sincerely, 

[Your Name] 


