Sample Regret Letter

Dear Friend of the Marine Band:

Thank you for requesting tickets for “The President’s Own” United States Marine Band performance on [DAY, DATE] at [LOCATION], sponsored by [SPONSORING ORGANZATION]. Due to overwhelming demand, we regret we are unable to fulfill your request for tickets.

However, there is an excellent chance you can still attend the concert. 
The [SPONSORING ORGANZATION] will release unclaimed seats to patrons without tickets at [TIME] (15 minutes before the performance). We have your request on file and will notify you if tickets are returned and become available.

We hope to see you at the concert.

Sincerely,

[NAME]

[TITLE]

[SPONSORING ORGANZATION]

