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

I am writing to cancel my reservation to attend the _________________ training on _________________ [date] at _________________ [time]. I understand that due to the lateness of this cancellation, R _________________ [numerical fee] will be charged a _______ % [numerical percentage] cancellation fee. 

  

Please keep me informed of future _________________ training. I am sorry that I am unable to attend this one. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
