To
[The Recipient Name]
[Designation]
[Hotel Name]
Subject: Event cancellation email to hotel management
Dear manager,
I am sorry to inform you that our get together party along with the inauguration ceremony of our fundraising organization, which was scheduled to be held in your hotel on [date] has been canceled due to circumstances beyond the control of man. 
As a matter of the fact, I had never anticipated and planned about the cancellation of the event but yesterday, I came to know by my secretary that our chief guest, Mr. Jack, who was supposed to inaugurate the ceremony, has undergone sudden heart surgery as confirmed by his wife. In these circumstances it has not been possible for him to come and join the event while there are only three days left in the event. I know this has caused great inconvenience for you, but I tried my best to inform you about the cancellation as soon as possible. 
For the sake of compensation, we have planned the above-mentioned event after three weeks. You will be informed about the booking of the event well before time.
[bookmark: _GoBack]Moreover, as per your policies, any customer who cancels the event and informs at least three days in advance is entitled to get 50 percent of the deposited amount in lieu of advance payment. I fall under the same category because I informed you three days in advance about the cancellation. So, I request you to refund the 50 percent amount of my advance payment. I again apology any inconvenience you have faced owing to the situation.
Yours truly,
XYZ
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