Cancellation of Training due to Conflict [Replace with company or department letterhead]
Dear _________________: [name of addressee]
  

I had agreed to attend the _________________ training on _________________ [date] at _________________ [time]. 

  

Unfortunately, a pressing situation has come up unexpectedly that will make it impossible for me to attend. Thus, I must cancel my reservation to attend the program. 

  

Thank you for noting this; I am sorry that I will miss such an excellent program. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
