
Conference Rearrangement Announcement 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you about a change in the 

schedule for the upcoming [Conference Name] originally set for [Original Date]. Due to [reason 

for rearrangement], we have decided to rearrange the conference. 

The new dates for the conference are [New Date]. The venue will remain the same at [Venue 

Name and Address]. We believe that these changes will enhance the overall experience for all 

attendees. 

We sincerely apologize for any inconvenience this may cause and appreciate your understanding 

in this matter. Please feel free to reach out with any questions or concerns. 

Thank you for your attention, and we look forward to welcoming you to the conference. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Contact Information] 


