 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Rejection of the invitation

Thank you for inviting me as a guest at your [ event ] on [ date] at [ venue ]. However, unfortunately, I cannot make it because [ reason ] on that day.

I am so sorry for any inconvenience and that the event is successful.

I look forward to meeting you again.

 Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

