Appointment cancellation Letter

[You’re Name]
[Address]

[Letter Date]

[Recipients Name]
[Address]

[Subject: Subject of Letter] -Optional-

Dear (Recipient's Name),

| am writing this letter to let you know that | have to cancel the appointment which | made to see you
coming Thursday at 12 p.m. | thought | will be having all the information related to our work on
Thursday when | made this appointment. But after that, | came to know that it is too hard to gather the
right information because of which | decided to cancel the appointment until | receive all the
information. | am working with my group in collecting information and | will call you for the meeting as
soon as | will be ready for it. | apologize for this inconvenience and | am really very grateful for your

patience.

[You’re Name]

[Senders Title] -Optional-



