
Event Booking Cancellation Email

Subject: Event Booking Cancellation

Hi [Recipientâ€™s Name],

I hope youâ€™re well. I wanted to let you know that I need to cancel my booking for [event name]

scheduled on [date]. Unfortunately, due to [reason], I wonâ€™t be able to attend as planned.

Could you please confirm that the cancellation has been processed and let me know if there are any

applicable fees or refund options? I truly appreciate your help and understanding.

Thanks again for your assistance, and I hope to rebook for a future event.

Best,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/cancellation-letter


