
Conference Cancellation Policy 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. As we approach the [Conference Name] scheduled for 

[Dates], we would like to take a moment to inform you about our policy regarding unforeseen 

cancellations. 

In the event that the conference must be canceled or postponed due to unforeseen circumstances, 

we will take the following measures: 

• All registered attendees will be notified via email at the earliest possible opportunity. 

• Full refunds will be issued for registration fees within [insert time frame] of cancellation 

notice. 

• We will make every effort to reschedule the conference, and registered attendees will 

have the option to transfer their registration to the new dates. 

• Any travel or accommodation expenses incurred will not be reimbursed. 

We appreciate your understanding of this policy. Our primary concern is the health and safety of 

all participants. Should you have any questions or concerns, please do not hesitate to reach out to 

us at [Contact Information]. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


