
Program Schedule Update 

Dear [Recipient Name], 

We hope this message finds you well. We would like to inform you of some updates to our 

program schedule. 

Due to [reason for the update], we have made the following changes: 

• [Old Date & Time] has been rescheduled to [New Date & Time]. 

• [Old Session/Program Detail] will now take place on [New Date]. 

• [Any other relevant details]. 

We apologize for any inconvenience this may cause and appreciate your understanding. If you 

have any questions or need further assistance, please don't hesitate to reach out. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


