
Cancellation Notice 

Date: [Insert Date] 

To: [Service Provider's Name] 

Contact: [Service Provider's Contact Information] 

Dear [Service Provider's Name], 

I am writing to formally notify you that I need to cancel my scheduled appointment for social 

services originally set for [Insert Appointment Date and Time]. Unfortunately, due to [brief 

reason, e.g., personal circumstances, illness, etc.], I am unable to attend. 

I apologize for any inconvenience this may cause and appreciate your understanding in this 

matter. Please let me know if it is possible to reschedule the appointment for a later date. 

Thank you for your attention to this notice. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


