
Letter of Contrition for Cancellation 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincerest apologies for the 

unexpected cancellation of [specific event or appointment] that was scheduled for [original date 

and time]. 

Unfortunately, due to [briefly explain reason, e.g., unforeseen circumstances], I was unable to 

fulfill my commitment. I understand that this may have caused inconvenience and disruption to 

your plans, and for that, I am truly sorry. 

I value our relationship and am committed to making this right. I would appreciate the 

opportunity to reschedule at a time that is convenient for you. Please let me know your 

availability, and I will do my utmost to accommodate. 

Thank you for your understanding and patience in this matter. I look forward to hearing from 

you soon. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


