


X Miller Corporation.
Marco Arnett.
56 St. Diamond Avenue, San Francisco.
September 23rd, 20XX
Mr. Bruce Anderson.
HOD
Innovations and Technologies Corporation.
11 St. Silver Lake Avenue, San Francisco.
Dear [Recipients Name],
Hope you are doing well. I am writing to inform you that I would be unable to attend the spring convention on entrepreneurship in New Jersey. I am much regretful for not being contributing as an active member of the board of insurance this year. 
The reason for the cancellation is that I got a sudden accident yesterday. I got a fracture on my left arm and leg. This all happened so suddenly. I talked to the doctors about recovery, and they told me that my injuries will be recovered in a month. I would suggest Miss. Ashley Wilson of entrepreneur’s Insurance Corp for replacement. I am much upset about any inconvenience. I hope to work together next year.
Stay safe and blessed.
Sincerely,
Marco Arnett.
CEO, X Miller Corporation.
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