To: [recipient@email.com]
From: [sender@email.com]
Subject: Cancellation of [Event Name] booked by [Name]
Dear Mr./Mrs. [Recipient's name],
Please allow me to offer my apology for canceling the upcoming event [Mention the name] which I scheduled on [Mention Date] under the name [Mention name on which booking was made]. I truly adhere to the fact that canceling the event especially at this time can be quite distressful for you and of course inappropriate at my part.
I am fond of your terms and conditions for reservations of events, yet I still feel injudicious for informing you on such short notice. We never thought of situations getting deteriorated and that it will lead to canceling this event. All this certainly happened because of some unavoidable reasons in my family. We may plan another event in the next month and in that regard, I will timely inform you. I regret any trouble that took place on your side because I understand how canceling an event can be disruptive. Although I tried my best to inform you timely, yet again I apologize.
[bookmark: _GoBack]According to your refund policy which I checked on the voucher you provided at the time of booking; the hotel repays [Amount]% of the amount when there are [less than 7 days] in the event. Only in my case, there are [3] days left. In this regard, I ask you to cancel my reservation and provide me [50%] repay. In the worst case, if this policy cannot be applicable, we may postpone our event for next month for compensation. For that, you can contact me at [Email/Contact number] or even reply to me back.
Thank you for hearing out my concern and understanding the matter. I will be highly grateful to you on behalf of all the guests that were to come to the event.
Sincerely,
[Your name].
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