Subject: Apology for Delay in Event
Dear [Recipient's Name],

| hope this message finds you well. | am writing to sincerely apologize for the delay in our
scheduled event on [event date]. Due to [brief explanation of the reason for delay], we were
unable to proceed as planned.

We understand the importance of your time and the inconvenience this may have caused. Please
rest assured that we are taking all necessary steps to ensure that this does not happen in the
future.

We appreciate your understanding and support during this time. We are currently working on
rescheduling the event for a later date, and | will keep you updated on the new plans.

Thank you for your patience and understanding.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]
[Your Contact Information]



