Letter to Cancel a Reservation of a Conference at a Hotel

Advanced Micro Devices

Alex Steven

14 St. Columbus Avenue, West Virginia.

12th May 2017

Mr. Kyle Eli Carter

Commercial Metals Company

54 Boulevard St. South Coast Avenue, New Hampshire.

Dear [Recipients Name],

I am writing a letter to cancel the reservation of the conference being held on 25th May 2017 in the main conference room of your hotel. The reservation number for our company is PLKU-3328. It is prudent to highlight that the received agenda points are not matched with the products of our company. And our company does not have any plan to invest or launch the products in the mentioned domain. Secondly, the new products launching ceremony of our company is planned on the same date and efforts are on hand for preparations of the same. Therefore, it would be futile to attend the conference on subject products and its future scope. I am grateful for your invitation and consequently reservation in advance.

Looking forward to your kind response.

Sincerely,

Alex Steven

Marketing Manager, Advanced Micro Devices
writletter2.com


