Letter to Cancel Seminar Schedule
Springfield University

James De Clinton

17 St. Sun Set Avenue, New York.

25th March 2017

Mr. John Wilson

 Vice Chancellor

Hampton Group of Colleges

41 St. Silver Crystal Avenue, New York.

Dear [Recipients Name],

On behalf of our team, we regret to inform that the seminar on “Good health is beauty “which was to be held on 10th April 2017 in Springfield University has been canceled. The reason for cancellation is the sudden accident of the University principal. She had got major injuries which would be recovered in more than half of a month. We pray for her recovery and good health. The re-scheduling will be done after two months. And, it will be informed formally to all the participants. We highly apologize for any inconvenience. 

We hope for your kind cooperation. 

Sincerely,

James Clinton

HOD management and science, Springfield University.
writeletter2.com


