
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Ticketing Company's Name] 

[Customer Service Address] 

[City, State, Zip Code] 

Dear Customer Service, 

I am writing to request the cancellation of my ticket due to personal reasons. Below are the 

details of my booking: 

Ticket Number: [Your Ticket Number] 

Passenger Name: [Your Full Name] 

Flight Number: [Flight Number] 

Travel Date: [Travel Date] 

I understand the cancellation policy and would appreciate any assistance you can provide in 

processing this cancellation. Please let me know if there are any further steps I need to take. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


