
Flight Ticket Cancellation Request 

To Whom It May Concern, 

I hope this message finds you well. I am writing to request the cancellation of my flight ticket 

due to personal reasons. My flight details are as follows: 

• Passenger Name: [Your Name] 

• Flight Number: [Flight Number] 

• Departure Date: [Date] 

• Departure City: [City] 

• Destination City: [City] 

I understand that there may be cancellation fees involved and I am willing to comply with the 

airline's policies in this regard. Please let me know the next steps I should take for the 

cancellation process. 

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

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Address] 


